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FOREWORD 


Rescissions! 


I dated Ifey 1955 and revisions dated June 1958 
dated h December 1961 
dated 3 June 1963 


Thj Handbook is revised to update all correspondence practice® and to pro- 
vide for the change# necessary since its initial publication in 195?* Kaw 
topics included in this Handbook are Reports, Minutes and Agenda, the Speed- 
letter, and the Memorandum Form OF 10, 

A major change In the style format is introduced in the Handbook. The modi- 
fied block sty l.e will be adopted for all memorandums and letters. By using 
the block style this Agency will conform to the standard style and format 
prescribed for Government-wide use. Adherence to a standard format and uni- 
form appearance will increase correspondence efficiency. Where special 
types of communications are required, the special instructions and Agency 
regulations pertaining to these will govern their preparation. 

Some practices which will speed up the preparation and processing of cor- 
respondence are the wider use of the Office Memorandum Formj use of the 
Speedletter, wherever possible; greater use of properly designed for ms and 
form letters; making miner corrections with pen and ink rather than re- 
typing the entire letter; and keeping dictated letters and copies to a bare 
minimum. You are encouraged to utilize these practices to expedite cor- 
respondence. 

All personnel who prepare or process correspondence will find some portion 
of the Handbook of interest to them. Revisions will be made as necessary 
and supplemental Information issued for incorporation in the Handbook. 
Suggestions for its improvement will always be welcomed. 


L. K. White 
Deputy Director 
( Support ) 
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iirmoDucTioB 

fhi« Handbook is prepared for use by secretaries, stenographers, and typists 
to speed up the preparation sad handling of correspondence . Writers end 
reviewers of correspondence any also find portions of the Handbook helpful 
in the preparation of correspondence. The Handbook is unclassified and 
nay also be used as a training guide for new personnel. 

The Handbook 

- provides standard practices and procedures for preparing 
letters, memorandums, reports, minutes, and agenda . 

- describes fores used for assembling end forwarding cor- 
respondence . 

- lists the types of stationery and envelopes available . 

- outlines the basic number end types of copies to be used 
in preparing correspondence . 

• contains a section on forms of address and salutations. 

- discusses the top secret procedure as it relates to cor- 
respondence. 

- includes examples and exhibits within each section to 
illustrate the procedures described. 

- covers review, approval, and concurrence features In the 
handling of correspondence . 

» 

I A change to the modified block style is introduced in this Handbook. Its 

I 

! 

I adoption for all letters and memorandums, except for letters prepared for 

| 

t the signature of the SCI and the WC1, will establish a uniform style and 

f 

| 

1 appearance for Agency correspondence . By following these uniform practices 
\ it it possible to eliminate confusion and to speed up the flow of corres- 
pondence. 


Approved For Release 2002I08I26JI CIA-RDP74-00005R000200080020-3 



Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 


As Metioc tm punctuation, eapitaUaatioo, aWwwiaticw*, 

dlvUlcm of votfts vlll to* lMtwd am a asppl****t»lrte ttoia Haadboo* la *a 
effort to mOm It a am couplet* mtmrmm *at «uid* for it* amrm, 
f)M 1* ta loo**-l*«(f tow to attov for 1 o**rtloo*» timssm** ** 

•uppl*»*ntal inotnretioae developed at the offie* Uaala, TUm mvr i* 
cautioned, bowver, that ti» laaartion of el***ifi*d laatractiona toy oper- 
ating poraoaael *111 atatoawtically claaaify th* Handbook. 
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cc^sfqniilice hajosook 

PREPARATION OF CORRESPONDENCE 


STAT 

1553 


UTTERS 

1. USE 

Utters are used for correspondence with addressees outside the Qovemment 

and for formal correspondence with officials of So Vermont /fancies. The 

letter format will be used for correspondence addressed to: 

Members of Congress 

She Executive Office of the President 

Other Government agencies or their officials, 
except where informality is appropriate 

Private individuals and organizations 


2. STATIONERY 

Agency correspondence is prepared on letterhead or plain bond paper. 


Three types of letterhead are available: 

CIA letterhead used for correspondence sent outside the agency, 
except as In b and c 

CIA letterhead {Office of the Director) for correspondence requiring 
signature of BOX „ tv.* 

CIA letterhead (Office of the Deputy Director) for correspondence 
requiring signature of DDCI 

carbons - 


letterhead tissues to correspond vith the above for courtesy copies. 
Plain letterex tissues for extra copies, 

Yellow letterex tissue for official copy. 

Pink, blue and green letterex tissues for special file copies. 


Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 



Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 



3. masm of copies 

Prepare a courtesy copy for Members of Congress, members of the Supreme 



Court, top officials at the White Souse and for an addressee who has in- 


dicated a need for a copy. 


1 letterhead tissue - courtesy copy 
1 white tissue - information copy If necessary 


1 yellow tissue - official file e opy 

1 white tissue - for signing official if official file copy to be 
retained elsewhere 

! \_ t\ | S white tissues - if signing official is DM or his deputies 

: l ” l 

1 1 white tissue - if additional copies needed 


1- MARSXMS 

The finished letter should have a well-balanced appearance . Allow at 
least 1 inch for the left and right margins, sad for the margin at the 
bottom of the page. 


letter Length 
SHORT, up to 10 lines 

MEDIUM, 10 to 20 lines 

LQ&O, 20 lines and up 


GUIDE FOR 6X OE MARGIES 

Side Merging* 

l£ to 2 inches (18 to 
21 spaces} 

1 to 1$ Inches (12 to 
16 spaces) 

1 inch (12 spaces) 


• 1 inch equals 12 spaces in elite type 


Space for Text* 

5 to ^ laches 
(60 to 18 spaces ) 

6 to 5 inches 
(72 to 60 spaces) 

6 inches 
(72 spaces) 
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5. ras 

Correspondence is dated with the late on which it ia signed. Qsit the 
date on a letter that will he elgned in another office . When date ia to 
he included, type the date two to at* spaces halo* the laat line of the 
address ia the letterhead, depending on length of letter* Type the date 
to end flush with right hand margin. The date ia expressed by day, month, 
and year without punctuation— 3 Jbne 1963* 


6. HSPSKKBCS HUES 

a. If reference lines are needed, type “In reply refer toi* in upper 
right of the page, two spaces below the date line* Immediately below, 
type the reference symbol. 

b. If addressee's reference is to be included, type “Your reference:" 

two spaces below the date line or two spaces below senile rt reference. 
Example : 3 Jane 1963 

la reply refer to: 

asm/tr 5/20 


Your reference: 
Per Mgt - A 

7* SPECIAL POSTAL SBmCE 

/ 

Instructions for mailing, such as AIRMAIL, SPBCIA1 QBLXVXRY, CERTIFIED, or 
RS0XSH9QBD, are noted on the face of the letter only when it is known that 

j 

/ they will be observed by the oailroos. Type or stamp special mailing in- 
\ structions at the left aargia, 12 lines from the top of the page. The 
1 designation may be placed lower on the page if the letter ia brief. When 
more than one service is requested, arrange the instructions continuously 

| 

\ on a line, separating them with dashes . Sxamplei 

\ 

AfUfttf owwWAr wff ttfgP Y 
A XiMtilr “ > 0 Im»4aw imuyeki 
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$. ASJKSSS 

fyp* the address at the left margin, lh lines from the top of the page. 

See section 00 Tonus at Address for proper titles, salutations and compli- 
mentary closed Single -space the address and arrange It in bloefc style . 
When preparing a letter to he used In a window envelope, be sure that no 
information other than the address appears in the window area ♦ So line 
of sn address should be longer than % inches. When runover lines aim 
required, indent 2 spaces from the left margin. Limit the address to 5 
lines* Example; 

Mr. John L. Rover 
Chairman, Geological professional 
Association of the United States 
151 Berth Pike Place 
Billings, Montana 

9. AmmOH LXKB 

An ’’Attention” line should he avoided. When it is used, type "Attention;" 
two lines below the address, flush with the left margin. 

10. SALUTATION 

Place the salutation two lines below the address or attention line, if 
used. Typo the salutation flush with the left margin and follow by a 
colon. The salutation is directed to the addressee of the letter, not to 
the person named in the "Attention" line. 
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XI. BODY Of LEmS 

She modified -block, style is used la preparing correspondence . 

* • two lines below the salutation flush with the left margin. 

Begin each paragraph flush with the left margin. Single space the body 
of the letter; double epaee between paragraphs • Short letters of one 
paragraph should be double spaced. Bo not number paragraphs in a letter. 

b. When there is need to break the paragraphs into sxfcparagraphs, the 
units are indented and designated by numbers and letters as 1, a, (I), 

. Each progressive subdivision of a paragraph is indented an addi- 
tional four spaces • The second and succeeding lines of the paragraph 
extend from the left to the right margin, (see exhibit X) 

c. A short quotation of less than two lines is run into the text and 
enclosed by quotation marks. 

d. A longer quotation is blocked fire spaces from the left and right 
margins of the text. Quotation marks are omitted. 

12. SUCCEEDim PAGES 

Type the second and succeeding pages on plain paper. Begin abbut 6 lines 
from the top. At least two lines of the last paragraph are carried over 
to the succeeding page. This is done so that the signature will not be- 
come separated from the text. The first page is not numbered. Subsequent 
pagss are numbered by centering the number one half inch from the bottom 
of the peg je. 
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13. OOMPLIMEHXARy CLOSE 

\)\ $jrp« the complimentary close two line* belcnr the last paragraph beginning 
to the right of the center of the page . The complimentary close "Sin- 
cere ly^" will be used an correspondence prepared for the signature of the 
501. Other forms are listed In the portion of the handbook Forms of 
Address. These may also vary according to the person signing the corres- 
pondence. 

U. SIQHATURl ABC TITLE 

Type the name of the signer five lines below and center with respect to 
the complimentary close. Center the official's title immediately below 
his name. If a ruaover line occurs in the title, indent the line two 
speces. The official's name and title are typed in initial caps only. 
Example: 

Sincerely, 


I* Will Signs 
Chief, General Division 

: >/■ ' / 

15. ENCLOSURES 

a. If an enclosure is identified in the text, type the word "Enclosure" 
flush with left margin, two lines below the signer's title. If more than 
one enclosure, use plural form and amber. 

b. If enclosure is not identified in the text, type "Enclosure(s) : " flush 
with left margin and two lines below the signer's title. Immediately be- 
low, indent two spaces and list each enclosure by title or in as few words 
as needed to Identify the material. 
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c. When sate rial ifl to be seat under separate cover, type "Separate 
cover:" flush with left margin, two lines below signer’s title or any 
"Enclosure" notation. List the material, even though identified in the 
text and send a cop y of the letter with the material. 


16. DIST8XBUT10H 


M»n copies of . letter ere sent to person, other than the addressee, in. 
diet, by typing "co." fleet vith left nsrgin, t»o line, belov the pre- 


ceding notation. List the same, one belov the other. The distribution 


of the original end sll copies is ahovn separately under the vord "Bie- 
tribution" only on copies retained in the Agency. lanedlatsly belov list 


ths original and copies* Exaople : 

cc* Director, Bureau of Budget 
C. District Ctevemaent 


Distribution; 

Original and. 1 - Addressee 
1 - SC/S 

1 - Registry (with basic) 
1 - chrono. 


IT* IXSRTIFICATION C&IGISATI&J OfTKE 

*he official symbol of the originstlng office, the initi.1. am m, t M „, 
of the originating officer, the Initials of the typist, end the date of 
preparation will be typed at the lrtt margin ten linsa belov the last 
tsredlln.. These ere typed on tt. only. They never appear on 

the original and courtesy copy, Exaople ; 

OP/RTB;Fi®roviiilmn(date ) 


Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 


1 



Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 


18. GLASS IFIC ATIOH 

The classification and any control markings are stamped la accordance with 
current Agency Security Regulations . 

19. ASSEMBLER! ABB FORWARDING CORRESPONDENCE 
Bee section entitled Assembling and Forwarding. 
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(CIA UTTERHEAD) 


X June 1963 

In reply refer tot 
Mgt - Cor 


ffbe Corrsspondenee Management Association 
132 Main Street 
Seaton, Massachusetts 

Attention! Mr. C. M. Xetteriter 

Gent lessen! 

Here is an example of a one -paragraph letter of fev- 
er than 10 lines* Bide snrglns for letters of this 

u ’* th ” y TOry *“ lnch " t W SJ h " M 

the vriting line may vary from 60 to 48 typing 
spaces . She tody in double spaced* Otter parts 7 
are single spaced, with double spaces between them. J> 

Sincerely yours. 




s 


Charlec R. Mayes 
Director, Correspondence 
Manual Division 

Enclosure: 

Selected United States Government 
Publications, 1959, Ho. 9 
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(CIA LETTERHEAD) 


5 June 1963 


Nias Ura_ gteno 

HationelTResmirceB Coos lesion 
Washington 2 5, D. C. 


Dear KUs Stone s 


(jhi 


a aanual is a guide to standard practices in Government correspondence 
These practices, assembled by sons of Government's best technicians, give 
Government letters uniform and distinctive character. 

The manual is divided into four parts. The first helps you to prepare 
s«a?ms,aati«is written from person to person. They say be formal letters 
or informal memorandums. The second part contains information On how 

*■! "I" 1 * 1 * *» “** tOT Boutin* oom.pond.no. . 
third pnrte toll, you ho. to punotuat., to oopltallno, and mn to 
write a legal citation. The last part, not so often used as the other 
parts, guides you in preparing special documents, such as reports, pro- 
p®*ed ^USi^tion, and materials for the federal Register, with these 

8 ?f iaa ansv8r *°* t questions about format 

8tyl ® mnd should enable you to work more easily. . ■cj^ e _U«z£ / ff) 

tr l* to supplement tbe manual with specific rules that apply 
to your job. Keep it on your desk at all times. Use it often. By using 

to't S Sl^ y h t! C0 ° ie v t ? C wrlaa « ****** of the writer, who depended yo^ 
hi * r° rk ln aa 80C ®Ptable style. Enjoy the assurance that 
your work is set up in proper style. 

Sincerely yours. 


(Miss) Hedda Gruppe 
Chief, Employee Relations Division 


Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 


Exhibit 2 - Letter Format 



Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 


(CIA IETEERBEAB) 


(date when signed) 


/ 


/ , 




rtf- 


Same of Compeuy or Organization 

Street Address 

City, State, 23? number 

^Attention; Same 

Gentlemen: 

Hits is an example of the letter addressed to a company or an organiza- 
tion for the attention of an Individual. If the letter Is for the 
attention of a division or section of the organization, the name of the 
division or section is written in the place of the individual * a name. 

Use attention line is inserted on the second line below the address and 
two lines above the salutation. 

paragraphs are blocked . They are not numbered as in a memorandum . The 
first paragraph begins on the second line below toe salutation. When 
there is reason to break toe paragraphs into subparagraphs, the units may 
be indented and numbered. 

A paragraph is begun near the end of the page only if there is 
I space for two or more Unas on that page* A paragraph is continued on 
1 the following pegs only if two or more lines can be carried over to that 
peg** cot subdivide a word between pages. 


n 


"L 


2. Each progressive subdivision of a pars graph le indented an addi- 
tional fop? spaces. Use second and succeeding liras of all paragraphs, 
^except long quoted passages, extend from the left to toe right margin . 

The complimentary close is usually "Sincerely yours". It begins approxi- 
mately in the center of toe page, two liras below toe last lira of the 
body of the letter. 

The /name of the official signing the letter is A typed five lines below and 
-c ente re d with relation-** the complimentary close, toe title and organi- 
zational element are centered under the name. If two liras are required 
for the title, the second line will be centered below the first. 

After toe original end outgoing copies of a letter are removed from the 
typewriter, needed information is added to copies remaining in the agency. 




Exhit 
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At» the left ear gin may be a list of M cc" addressees The last entry , 
except for a possible postscript, la the identification of the preparing 
office, the name of the writer, the initials of the typist, and the date 
of typing. If the letter ia rewritten, the same type of information is 
repeated after the word "Rewritten. " 


Sincerely yours. 


'"7 

c' 

AbelJBitar > 

Director, fSnagement Office 


1/ Enclosures 2 

Correspondence Jfenual 
ftps cm typing 


1/ Separate Covers 

Correspondence Manual— 50 copies 

l/ cc: . Jones 
' ©.Smith 
V ly See 

Distribution; 

~ Qrig. - Addressee 
Tl - Signer 
1 - Tile (with basic) 

1 - Ter separate cover 
x - as required 

2/ WH/MO s ARiter i tuv( 1 June 63) 




1 / typed on all copies retained in CIA. lyped on the original, the courtesy 
*“ copy, and external CIA information copies if dictator so desires. 

8/ typed only on all eopiee retained in CIA. 


tiswsp tb99<mw<mmoo2o-3 
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(CIA LSOTEHBEA©) 


lh Hats 


1 June 1963 


/ 


Ak ' ' ' ' 

Friw^s^cretarUl sad Correspondence 

n7TS? ia f,f !h00ia * Incorporated 
*118 St, A l ba im street 
Heeding, Faanaylvania 





Oestleeea: 



V inch 

t 


JMe exhibit ahovo the lax oat of a n< 

m y rs**? " -»« « STSSSfSZ: Z 12 ZV 1 

^ufSttar f "“ t *“ '“ eh “*>»4 f» a parti* 


1 inch 


SSJss. - sss: 

£S £1 SSrjS as-* *-«i£ 

** iiae* each tine «n mmeeded ites iemitted/ ' 






*tewwljr yours. 


line* 


8 lines 



Donald I. Johnson 
Director, Federal Management 
Hriaian 




May not ^// / /// 


*>• needed 
On Agency 


/// 


1 inch 
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'®*SMro Me 
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IPT 


mX ajpaele** lh* 


are used for lafocwl c grr o o po a do n ee wltMa »«* Wtaeoa Jhder- 
foraet vill he wri far corresponding nth: 


OH hut gooerae* att afmiM (if iafastmlity is appropriate) 

flMi tiaatrUmt of the SniWi Sttttc (cortslo e Ire west* aoe* eoy sa^str* 
• tatter) 


2. 


a. Che CSA I MWE A35 (or CXA L*ttarti**A - Offioo of the Director ar 
Depety Mrootor) *tatlewnry a*»*» sddresstag the President of the United 
State* esd other foreraeeat oataeio* if ecr re opcMtesec ie to he U mmo- 


h« See RAS BOND eh*# inliroeilng tae Director, Bepwty Director of Centre! 
SKttUifaHi Bataatiee Streeter* the Beprtqr Streetore of ««3i 
a eft far mitiyta addreseeee. 

I £ 


■)T.Zr •• 




e»tyt •* im h/.'tay *Uo he need) for tafareel ewrr e troo d ewr* »*** fatawi 


y 


lly in CIA, 




K 


ti ' 1 


s /r 






ir 
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officio le owtelde the Ajwwsy, 

_ --tzJa, a 

W rector l« « participant ia or 


•«m to fee ferenqfrt to 



atten tion . 


•• d*i» ton* tor mms&mM rm rm 
eaRyamUcBt * Ante or errat* when eo ef 
««* t* aot expropriate. 


y-t rr.y 

f. «i» Ifldyf 

Ml 


-njrrr-f * tlMM '- jO gt 

urtttda the Ajener or to 


^-RDP74-0Q005R000200p8002O-^ ,. ^ . 

£ - ? • i ‘ ' u ' f / / / 

• , /.,■■'• , f 'f 

y to r eco rd ooarrereatioe# 
ii» 901# 9801, or « Bepety >' 

■too te of raffle lent laport*- 


to record laportast 
1132 ©r other fora of nar* 


***** for ilaplfcf in lafts*- 


/ 

V~ >' iVyi.^ 


STAT 


*P aUMnHMMi -mi . f.,, | M 

3* CWB8 XEQBXRf$ 




Cop1 ** •fc®* 1 * *• *»** to a 9101 * 0 *. Each afttreeeee ehwOd fee dm a cor? 




) •gg-yii- ha w p d a n y e ll n e tie —. fleaefeUr 

»tU feet 

OftflMl (letterfee»a > - to eddxeeeee, 
if expropriate) 




le tterhead time 
Yellow tiesae 
Vfelte tleeuee for 


****** eo*r («*/ weetenry} 
offlelftl file 




* addi 

- emvttmti* 

* officer (t ee If elgw e r U 3 X 1 


- ear eitttioMl eop&es as aeeeeee ry f«* 
totem* dictmmtlon. 


it- iiaiMrrim 
** JWwuro 


Wfeea Mine pie la bond or jceaey letterhead, eet the left aim of the 
taafc fSaafe vlth the printed word Allow at leoet mm imfe far 


\ 
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tl m the rim •*** »« 4 «ttkt botto® of tfe* peg®. Nkistaft — 

tin sweceedin* fifes trill e o rit H ^ poafl vith the** of the first pegs. 

Typing vill begin tea or tee l*e lines fr— thi to® of tl§ yaga, 
sting Qpti—fti Pew* IB the l*ft asrgim will b* wt #ve» vith the first 

(o 

seed after printed urt *Sdb,faett* (See Exhibit) 

e Ulipiji 

/ « JmSjhS 

fbo date 11 — vtll be left blank stem — mnvfam vlll be sl-ad la another 
office or vhen it vlll not be >lg»d tin toy It la typed* If data la 
Isolated type it flash vith right eargln about nine lines fro® the top of 
Dh pp* the tet® Mgr be either typed or steeped. It is expressed In 
tbs fell— lag ———a s toy, *— th, eat y— ar yp — 79 lb— 19 ^ 3 * 

6. fnmtmog 

«, — Optica el Plena 10 Obit— States Oovere e eg I 1 — ft— , the to, from, 
— jiet, and Sate ar e preprinted, typing shell begin two spec— eft— tin 
mJm. ^malns 

fO i A— late— Safety Director (Oeasrei) 

fM i Ibe Coaptroller \\ : 

mCM t Chief* A teioletretive —rvlees j 

8 BWECT $ Bavtal— of Par® 123 , dated 1 January i 960 . 

iMBHSis — dated 19 H ess — ir 1962 fro* ter— awl Birector to 1 »/B 

b. lb— — 1 — ^e ttert—d or ^Laln jfc—d the tete la placed according to 

tba length of tin —rend— flash vith the right acre in, ff it la to be" 1 

••flWHPP—*. j 
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i , »/ 

\ / K 

ijmm ux«v im a«to i*m t>» mum* imorumr tssse®i (•* 

appropriate), mamm (« *nw«^*t*>* **• 

ty pt d la caps, Vine* fore «Bi flwrib «&fk tk» Soft margin, ftm »4(U«»i«i» 

ti* oto^est Itm **« ti* nftnm a» W§ 1* tow «*«* 1 * m * 1 e*J*> 

*a fttosUwcFt. Sm$*i 

IgH ff— — j fORt Bepoty Sireetor ( gwtr al) 

MHMI S fiaM fewlW 

ggamcf i etoMic& 2* fijwu fots 

*. A awwhi awy toe y royered for mtor—rn** T*» m* ot 

wiltipl* ntermnm* w w wraai* le o«ee*»*«»a to «1 b1*!»b preperatleo of 

ig&tyl&nX oorPtapoti ftaraeo * ftoo aMmtw# **• toitot f* totefis f ’mm fsH- 

leelag *m«snt K*T or *1*9*1* Exseple i 

(MMSBMrai ^to* ftwpterql jor ( , - 

mmiw or iooowoo* 

Ctoief, mml fierileos j 

&SBJSCT t Spec# AUooatloo 


4* If ttoere io no* mot# opoot far t®i* mm of ttoe illMMf 

*Mo Hoi tool#** asi Hot the ofg eee eoB flM olth Soft mrffim two 

apotoo I M Mo ti^So of eignlag official or tM eaeleewee « imoplot 

X« to* *MM» 

Ctotef» SttiXAtac Spsoo 


lHlffrtMUttf 
M ©OTptroUer 
FKVMHBm WunMTCOr 

qonoml Hereteee Officer 
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if tta list of sultlpU sMnssm la sxUsslos «s» *P* C * »t th* sai 
Of tto mi r.rtiroltrr- 1. UsMs*. tbs list!* «<*•*>• 
pegi| jcpeperly Identified. 

to Ite fbrmet for tte fyeed Utter U *te eoateato of tut* 

fora mj be typed or writtea by tead. It 1* seed for iafOreal^ lotarnal 

/V 

eorzeepeadeaee. (flee la&lWt) 



a. tegi* tte body «f * 
nftMN U». h*H»jh» «w 
la only mm paragraph* Place 


fO«r litee below the etejeet 

eat single apaeei «*»!*«* there 
flMh with left aergla followed by 


« period. latest tee epeeee an* begiii typtag tba teat. to the 





f 


b. Q* 


ccsut • 

addreased to tba BCI* WEX «f tte 

A 


"/ . 


Directors 


th e opening gwragraji* etell ba worded to clearly iafii- 

$ 

aata abetter tbs naanraafaw la for inforaatioa only, eeggeete action cm 
tbe pert of the sttmte, or contains a reeomaafetioB for spprewl. fte ; 
eaggeetad action car reeaweatetic® my ba isolated either in tte opening ^ 1 

paragraph or la adteefoeat paragraph#, ee appropriate. 

contains a racosaaatetloo for ®jgir*mil(4iieh re- 


^raa action by «» official otter then tte eddre » b«* tteea word* viU 
ba typed on tte original and ell eoplee belov tte signatures 
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4. Wmm tbs re m need to break paragraphs late aasbparegrspiis, the mdts 
*»y be indented and also wtert and lettered. She pattern for para- 

ffwA tiw lat 

we — - 


1. fciag ruln are typed in «edifi«d block style* Shay we single spaced, 
eitfe Mb!* spaces b e tween tbss. Tbs first 11ns of sack paragraph is la- > 
dented eeeerdlag to tbs subdivision In tbs esweraadus. For tbs smarm and r 
snseeedlng lines typing vill begin «t tbs left mrgla. This is la hnspisg^ 
with the block style. 

*. Vhen a paragraph Is subdivided it east bsve at least tee stfcdi vi- 
sions* 


(1) . Wan paragraphs are subdivided, nwfbered, and lettered 
tbay are designated 1, a (l), (a), (b),/b,|gy 

(2) . Wbe a a paragraph is cited, tbs reference ambers ani let- 
ters are written without spaces, as "paragraph 2e(f)(b).* 


/ 


i i r > 1 

K !■■■ ' 
l' ~f. 

r'i 


Jr 


b. 9s act eentlm a paragraph to the following pegs unless at least 
two lisas are carried ever. 


s. Short quotations of less than taw Hess are run Into tbs tent, en- 

. h x* \ 

eloead with quotation earks. longer quotations are blocked five spaces 
free the left and tbs right sargins. Quotation nark a are usually ewitted. 

8 * etaw wft'naB FMSSP 

w ■'wwwwwsaewe a.“^wea*-ee r 

^ Plain stationery 1* always wad. the flret pegs la net mafcared. Sue- 
eaatlng pages are sobered with Arabic naeeT^la centered jA* fn* tbs 
bottew of the page* 
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WtgiM Wljr or the aeamaSm cight^rjfc^j Uses fro* th* top of tbs pt© ». 
At least two Haas of • divided paragraph agsp tar on each. oa m, la no 
mss la a word divided bates an two pages. 

. If the bed? ®f tba sanoraadaw la cosqplet^ so mar bh® betbea of a page 
tint than is so soon for the si g n atu r e , at least two 11am of the last 
paragraph an carried owr to the last psga. This la dons so that the 
slfaston sill aot baeoae asperated fro* the teat. 

9* sw c owtip (<x Awwmn) ism 

fha caseasd lint Is used e®ly whan the Individual signing tbs e a warandw 
has baas delegated the authority to do so for a higher officio 1. Officials 
signing far the Mnetor will uaa FOR THi BIRfClCR OP OURBAL IimOOBCB. 
tba eemiwt lias is typed in caps, two liass balm last Uaa «f taat and 
flush with the left aargin, followed by a colon. 


10. KKIMAWX& MM TEEM 

the signer's asm aad Utla an typed fin lima balm last line of text 

or Hit g n a ws ad Uaa. fbe mm is ty ped in initial caps am or two spasm 

to tba right of coster of page* the title is matemd iaaadiataly balm ~zLc, au 


aad typed in initial caps only. my bo placed an two liass to 

•ehlan tbs beat appearance . Sample: 


A 


wfcBsatEn ornctr 
Office of C u rr ent Hecords 
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u> ms u smm 


-tJ \ 


C 



Type the werl Saslosare flush with 

J-r \ / 

Sj.AWM.l 




aerg i% two spaces telmv the * 1 |- 


If 


melasare wc Eae Insures end the number. 

•a eaelosere is liatftiflsd ia tbs text do act ibt it* When enclosure 


is not identified ia tbs text type its titl* 



Exusple: 


S8BAOf*zr«ti « 

tsl sry Chart 
fW ttTWWt fURjtlet 


12* smaAW com 

Mam aatsrial is to Its cast under sap* rats eauw, type "Separate «ow!* 
flash with laft wergte, two liasa below lost typed lias* BogUaKiag m 
next lias list ill itsas to ha aaat* Ssud s sagy of tbs as a o ruafts s with 

SjSkMh MUkAAMiH At tBhiMMMMUMkW A. 

wmm wladTsai* Jp3MppJ#f 

asjsewts coiwi 

SSaasaisils of yitfg T x *■ 2 soolas 
O s a tar ss t for electrical changes 
list af t^olpMst 


13* 


0 f 0 QF 1 SS 


(X, 


it is dasirebl* to ladies to to sa adftrssese that other persons or 


/» /✓ 


agencies «ta to rseelv* copies type lower ease eat flash with laft eergia, 

*» u* wu. u.t *** u». (u* t* »**-*.) 


eat btntaiy of Shite 
lee nut err af the Army 

AJjU^-u^J'tks H <-•■*•/* v 




e^uUS, /ijUam*JUS *7 A'* * ^ C^D! ^ 

,|L («bea atlas lattaztesd «r sOsia bead eta tioaery) show the distribution of the 
ortgfaal sa* all esyles only sa copies to he retained ia the Agency. 


~2 e~iZy f* 




r ) 
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7 

, ivhen Optional fowl 10 im need the dietribctlMi tBfwwttw mj bo obmm '■ 

C.s ' 

on the original aa «A1 m the copies. ...i" 1 , %■. 

■ type the *li»fcril»*tl4» w two Usee below left type# line. Tweed; lately 

below list the orlgteal and copies^ *s : 

pietribetion* 

Oriftwl X - 
i - 
1 - 
X 

I * 

lb. ZBBVnTSCMTXO^ W ORMflttJWB 

^ .the identification shell eoneiot of the tyAel for the originating office, 
tte writer’s me, the typist Initial* ^esd the date the emersate mo 
prepared* Tte identification le type^only on copies retained in the 
agency (jl^ with left margin and teo space* below last typed Un^ln-the 
j& liamia g ■■■!■ » -t- '■£'?-£ L&.* ?w » 

«/!U<BjIISor*lt;t«(l5 Pane 1963) 

'£, vfeen the originator teele me dleeeeaKm any he accessary before the mo- 
rente le eipaei* hie telephone aster nay he ehevn teetlately after the 
typist* a initials, separated by « diagonal </23b5), if the infewetieo will 
not Jeopardise the eeewrlty of operation*. 



Add ressee 

Registry {with basic) 



l 15. mnssm mjmmsjmm im emmm mxnms 

at. If the nsn e ra ntae ecerUtae classified inforoatton the proper eleaelft- 

I 

osttloa will he atoned at the ■ ent ers top and bettow of each page. 
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fojfaMtAjd ( /, V 

If a control stattneat la mmt, atawptha appropriata control bwlov 

■- A ^ ajr 

tba aaenrity elaaaltt«attm(iboi*t lA" top and bottom of tha paa«* 

a. Other cla aalfieatig pa W warnings ahall be atawpedst the bottom of 
tba. first gaga of tba ori ginal anfl all copies. ? ■ ..( . 


l6, COBtSBBBHBBI ' j 

JtUUASAe-*- 

Vbmu c on c u rre n ces ara naadad^ special co nc urr e n ce Unas nay ba provided. 


Tbeaa will ba shown by typing' COBC^W W I IC gS i flmh with left margin two 


Hama balov beat typed line, teample! 


m. maitln '$ c? 
Chief .insurance IK Via Ion 


mST, Jhyroll ' SraSSS’ 


Chle*, dlaloa Area 


Other Concurring OTTleiais 

17. MEMORANDUM OF CONVERSATION 

When reporting conversations the Memorandum of Conversation J^orm or a Memo- 
randum for the Recort^f depending on the circumstances^ a® y be used. The 
original and one copy shall be forwarded to the O/DCI. In addition, a three- 


sentence summary will be prepared and dispatched to the Director's office 

^ /o t > // 

immediately after the meeting or conversation. See exhibits for-proper pi*0-‘ 

A 

c sdures - in -prm a r lug . the se forage 

j 
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mrr e&ssm 

gem**! fen»t for t rt wittl ng «t*ff atodlo* ** to llm*i 

tx&lm 

mm o mi m 

SaBelufiflM 

neocw—TM^i tioos 
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TO 

FROM 

SUBJECT 


C 


3010—106 


OPTIONAL FORM NO. 10 

MAY 1962 EDITION .. ,, 

os* gcn, reg. NqApproved-For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 

U : ' .r. a.4*' 


UNITED STATES GOVERNMENT 

Memorandum 




All secretaries 


DATE: k Jt30ae 


■ SeBd, Training Section 


v Jy 


oitiSl t ° rSat fQr *"•»«*««» of 

TSrtLftrf - ° a,?tio “ - -Sr*!rt!fi5p 
fi^ 4 «5^,3A of „ Sh to SrLr^SS?.1 0 S22 B r ) 

l~lneb margin for typed materiel. M 

comapoiUtonc. within ua b.twe„ 

n.S S ?cT.mZ‘ ““ 


•*" 5 


Jl 


j. If the text does net exceed 10 it«— th»‘A V V 

|f it is the 8- by 10 If®** 

for Mewl Id .uccwding £»*.. of * -J^J!L M * a * a - ) FU1 ° ! “ wr 18 “* a 

'/JLt. 

ff 8 “» * 180 . 4 . For «mM>, thl. ontJaa not 

»n*l.( or rt«td i.jkji*. E»lo r^TteSr li “* 14 18 

j S f ' <-U..e «;/ ~iA> 


■ -—3* 


Jane Doe 


Exhibit 6 - Mfi*®omndum Fore 10 
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STANDARD FORM NO. 64 
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Office Memorandum • united states government 

> * f ¥ 




TO 


/Miartar a# 

v tie i ii M 



DATE: 


W*J 


FROM 


SUBJECT : 


tt*fr 


#MI *»f 1* MlV«i< 



s». w 



t, ati— thi nitfte* tta* ftr jwftioit** fte i 
*ka fens. 




( 


fieiff «U 1 1 * *te§ ts fffwrtto «r 
A ftw liiflfii ywpwM. ft t» ««tt* 
««4 tifttti Writ tft tfc* ewwnt- 

wftri«i i« wm mv «r m> mrnm 
af Hite ffteilSfSaS ftfte 



• tttwtriSntteNW 

Oris* * 
l * 

1 « 

1 * 

• *» lift) 
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(CIA LETTERHEAD) 


MEMORAHDUH FOR: Deputy Chief of Haval Operations (Air) 
Department of the navy 


SUBJECT : Memorandum Format 


1. Ibis is an example of a Memorandum addressed outside the Agency 
prepared for the signature of a A Staff Chief or comparable level. 



bar and building and attach a courier receipt. Remember also to 
include a document receipt, if appropriate . Do net include the Step 
lumber^ JSslivery sin be made by courier. 


Jeb Airhart 

Chief, Air Science Division 
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CENTRAL INTELLIGENCE AGENCY 

Memorandum of Conversation 


SUBJECT 


DATE: Actual date of p* 
conversation ^ 


PARTICIPANTS: 


COPIES TO 


Procedure# concerning maintenance of 
listing the participants. 


*ted-to-taov principle shall apply. 


source security apply in ) ' . 

( » ii 

V 

bit .utpiu** Jt '/t#I 


1. ms fora to he used in reporting conversation, vith Individuals out- 
side the Agency, fore need not he used if the conversation Is Bade a pert 
of the Binutes of a westing, reported In an Intelligence Information re- 
port# or la recorded In another form of meiurrantliMii ■ 

2. If the Director or Deputy Director la a participant, the original and 
all copies are submitted to the DCI or DDCX for approval of the substance 

and the distribution, pother Msworanda of Conversation to go to the' Deputy ^ 

Director, submit the original mOj.'j 

3. in addition to this memorandum, a three -sentence summery vlll he pre- 
pared and dispatched to the Director's office Immediately after the meeting 
or conversation, pertloulerly cm those^vhich may determine or affect policy 
or which should ha brought to the attention of the Director or SDCI. 


FORM NO, 
3 FEB 57 


1132 
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.-/ j: C J 

k , When w»®3rsndu» la longer than one page uee plain shite bond for the 

A ' 

succeeding pages . Begin nvssberlng vith the second page. 


BBX/tttI®»r4 tit (date dictated) 

f)PFRoo&. ft ; 


j\ . 


1 5 < *<•-■<- 


iPL- " r ' ' 


V 


\ 



ApprgtfMWr J?F/¥- < Si3P^^o6^0^B8858BSte820-3 
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Bete 


mxmmsM tor the record 

SUBJECT: Meeting with XXX 


1* A MwemrwinTnm for the Record will be prepared to record iapiteat con- 
versation*, data, or wrests when on of Torn 1132 or other fora of record 
is not appropriate . ^ 

yrf ,, , /» .*• 4 . r 

2. Vbea nmcmBm JpOMvns) a seating, list the participants 
if any action la n ao ei c ar y or if any caowitaeate were aede. 


Also note 


3, Identification ayabola of the initiator will be indicated in the lower 
left comer aa illustrated awan though the signature of aiding official 
is not the mam. 


k. Distribution of a 11 capias will be shown oaths original and all 
copies. The original and one copy wlU ba fwjwardsd to the Director, ; 
vben required, (originator will determine when aeworandum to go to O/DCI } . 


H Ul IHaw 

Chief, Reports Breach 


DD3/ O® /KB : LMoore :uh(4ate ) 

Distribution: 

Original and 1) - Signer (or the O/DCI when appropriate) 
1 - file 
X - aa required 


/ 
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STA 


TO : 
ATTN: 


STA 


SPEED LETTER 


REPLY R 

EQUESTED 

date 

faftay*# data 

I 

YES 


NO 

LETTER NO. 

Ill 


FROM: 


Bits 


m ** tSf tW !S t ^ eml e«rMp«d»»o» between tel- 
l aad Brencfcea. Qw copy la retelaed By 
ife orlftaator* two 90 forward. If reply la expected. the — 

« th. lower half of 

? ^ 1r ** al *. f 1 * 1 ** * *”>< WM-fUtmlu iminTthT 

ataayeaa# copy *ay Be destroyed* 




SIGNATURE 


REPLY 










-Approver! For RpIp as p ynnw^fi ■ riA ^nP7 /i -nnn nfiRn 0h 7 rtffl5nn?n-3 

RETURN TO ORIGINATOR 


1831 


5 - 61 


Fxhlbitl 
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CCtBMHWWC* FSW?AKEC FOR TSB 6K58AT3RE OF TIE PUBC T OH OK flPU B T 
DIWECfOR OP C3DRSUVL XWtLLIdlKSE. 


<^nnMp0Bfafio« pNstrtd for the Director or Deputy director shell coefora 

A 

to the following forests. 


* spfcfiOMsnr { 

Lettarhsad tasd end tissue &ssg$ test the Office of the Director or Office 
of the Deputy Director ere available far c correspondence prepared for the 
signature of the Director and the Deputy Director 7 J l * 

nala bond ahall be used when addressing eeaarsnda to the Director, Deputy 

"""* / 

Director* , cad toe Executive Director* 

8. SMBS 

Correspondence prepared for the signature of toe Director or the Deputy 
Director of Central Intelligence shall not to dated in toe office of origin, 
tonoraafta addressed to toe SCI and DDCX will to dated when signed. 

S vnamna M 

« ££7Iaa FCBKkx 

a. Keeping la nlnd a "framed picture" appearance, set the vargls accord- 

| 

togly* la eoat letters toe address my be typed sight lines below the I 
last line of the letterhead, flush with the Isft asrgtn. The length of 
the letter sill to determine store the address should begin. Use block 
style for toe address, the salutation is typed two lines below toe address . 
toe the seetion on Tores of Address for proper titles* Begin toe body ©f 
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the letter two epee m below the salutation and flush with the left mrj£n. 
Begin each succeeding paragraph at the left margin. Text ie single 
unless It is leas than eijfct lines. (See exiles of letter foraata.) 

‘ ; /.} i A ■'..t v / - te ' 1 

b. Dm w^Uuntwy slow for the MrwtSrjjj. •AwwUr.*/'*'" “■» " nd 

tttl. *111 b« wotsrad firs spsow belo* the owpUwntMy clow. Ixwplwj 

Sincerely* 


John A. McCone 
Director 


,fcr the 


/ / j 

cosplinsniary close ami signature #heU be* 


J» its* 




Marshall S, Carter 
Lieutenant General, UKA. 

Deputy Director 

j /; , y. Lu 5 aJ^LOMjv %i* fU*%Su 

Whenever the DpCI will sign In the abeence of the Director the signature 

jrV 

ftgt 


Faithfully yours. 






l*. 

e. Enclosure t; will 


Marshall S, Garter \ 

Lieutenant General, CS4 \ 

, > . toting Director 

be typed and identified on the original and all copies. 
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d. Identification of originator, tyytat eat data of preparation end tb* ) 

f' 

dtatribotlen of tU eopiee win be Amt on the internal aeplM only. 

\ 

Wien indicating tba diatrilrotion of fop Sootot docwat a, ehav the exact ) 
cojgr amber and the recipient, 

o. All entwlepee, antilag elipe and dooa n ant recelpta «1 maid attached 

ta the offteo of origin* BCI s ig n atur e tab* will be atlwM la the 0/BCI. 
She orftr af e aaeali ly of tba ri m rn irmHiTiinr la eonttainod 1a tba sent inn 
entitled Aaaaa/tllag and Forwarding CorreaponSeaee* 

b. MQOUDBX yORMAT 



a* fhe headings shall c o nfacra to general etaadarda praae rlbad for 
other a ga aoy aaaoraada » 


b. Paragraph* will be wimharefl except when tin aaoor andu a la addraaaad 
to the Prat Mont or tba aaaomaftai eoaalata of only oaa fia wn 

graphs will ba typed in block style. 

" * rXJ*Sjvl S 

«* Flra Unto below tba text nod fa wr spastt to^tbe ri ght of tba a*a~ 
tar of tba- page tba sigaatore of tba Director or tba Deputy Director of 
Central Intelligence aball ba wrlttao In Initial caps with tba titla ©en- 
tered lanedlately balow* Sampled 

for tba mz ; Mm a* mean* 

- t tfhg* 

®Iww 9GF 

for -tbr DGDCX /2't.-r--M.yJ!t4X£*\ Mkfabell £. Carter 

• ? lieutenant Oenerel, DBA 

Deputy Mraetor 
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IB the Director's ahaencs "Acting Director" la substituted for "Sipaty 
Director* and 'office of tbe Direetor'atationery is used. «*»»ples 

Marshall S* Carter 
Lieutenant Qsnaral, T J8A 
n AetlB* Director 

<>y. £) ! r— CJe-vv r\jO 

d. When eater la l la InelmisA with a wsnorandwi for the signature of 

the SCI or 28CI the word "ttwloewre" will he typed on all copies. » more 

than ooae # the softer will he shown, the encloawre(a) will he identified 

only if of uamsual importance. Dxauplet 

laelseures Zi 
Identify if Important 

a. Beeipfente of information ooplea outside the Agency will he in- 
dicated on the original and all coplea at the left margin two spaces below 
the last typed line by typing "eet* followed bjr the recipient. Example* 
Mi Afctor»f 


*> 


// 

y -? 




f. (On memoranda addressed for the signature of the 


o / 

- C,uJ 

distribution la shown on Internal eoplea only, the distribution any he 
shown on hack of the pegs if the nenorandun fill* the pegs. If an addl* N » 
t tonal pegs la mm&. It short* he p r operl y titled to Identity it with the 
body of tbe msmorandua. 


C . ^ t f; . ■*/ jti 
isf" 


I ‘ -r 


g. Attach a hriof cowering nanorenftam explaining the purpose of the 

‘ *-773 


to he signed by the SCI. t h e entire ' -fiir^irtil 

^ 'fLi-7 4 


Mil*, £j.'-t£7Lt 


(U-MMytuJ: . 

through the Deputy Director . ( Ift af ie t lw e-4fte»anamt^r 
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A ttosc sswttMW mnmrj will h» pr e pa re * mat. dispatched to tbs Director's 
office Tie— illctalj after « oeetiag or eo w «m tloa with officials oot»14* 
the Agency, especially on those which say ietereira or affaet policy or 
vhiefa should ts brought to the attention of ths Director or tits Deputy 
Dirac tor. 
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f 


(DCI LETTERHEAD) 


(Dai© left blank) 


Honorable Dean m*k 
Secretary of State 
Washington, *)* C#| 20£20 

wear Mr. Sacretaiyt 

This la an example of a letter prepared for the signature of the Director 
. r of Central Intelligence. Letters will be forwarded to the Director through 
• ' 4 ^Deputy Directorf (X c exponent)/ with a cover aaaorsnduu explaining the 

purpose of the letter to fee signed by the Director. 

When a second page is required, use plain stationery. Margins will eer»x" 
respond with those on the first page, and typing will begin about , ten, lines 
from the top. The second and succeeding pages are numbered with arable 
numerals centered about one-half or three-quarteo^ineh from the bottom of 
the page. o^J 

Sincerely, 


John A. McCone 
Director 


l „ 

to bo typed only 

? ^^iHATATE»jta(3Aug63) 

' Distribution t 

Grig, and 1 - Addressee 

1 - EH lyfW basic* 


CONCUR * 


Fi 


w 


1 — -Signer -rA *„ _ 




A'W* , . 

y a *&&**<*&<■ *£ 

ApprovecP^i I ^feye*2C^fi8^^?Sl^^E#^^P0o855®O2OOO8OO2O-3 

36 





Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 
(ddci letterhead) 


(Data left blank) 


Honorable John Earle 
American Ambassador 
City, Country 

Star Mr. Ambassador: 

ffci# la an example of a latter prepared for the algnature of the Deputy 
Director for Central Intelligence . Generally, this type of letter would 
he prepared for the signature of the Director. However, a notation accom- 
panying the letter stated that the letter be prepared for the Deputy 
Director*! signature. 

A cover memorandum, or brief, explaining the purpose of the letter should 
also be prepared. She cover memoranda and the letter for signature should 
be forwarded through the \ re spective / Deputy Director j(X emp on s n t) . 

She number of coplea prepared should" Include an original and one for the 
addressee, one for the a *£»«, one for the Ixecutive Registry, and what- 
ever additional copies the originator may dsoida* 

Faithfully yours. 


Marshall S. Carter 
Lisntanant Gsnsral, USA 
Daputy Director 


C08CUR: 


deputy Mrector (x) 


3 


as only 


DPR:jaird:ispd(3May63) 
Rewritten:SA-3S>/XtRBF:aaq(kMay63 ) 


J 


Distribution: 

Orig, and 1 - Addressee 

1 - SR (with basic) D(j * , 

i - mws uzftMau 

V- 3 hi* 

i - tm ' j 

y. - yU4J & 
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(ddci letterhead) 






(a»t* left blank) 


FQRs El rector of Another A gency V 
Erector of Jbderal Coca lesion / 




SUBJECT 


i Oeaaral Utfamtioii 


*W «*4 for tto .Kn.tur. of tto 

5S2 * fou “* d “ *- 


stationery for the Office of the Director or the Dwatr 
Mryto. « f Ctottol to .rntoM.. 

ww^>«a4l0i letterhead# should be used vhen courtesy copies are m edal 

f 0 rJirSfSir f s i ^. pr * p ‘ r * <1 “ putn tu ‘" -* * f* 11 * «»' 


should b e**** four 3 ibm v .. y- , u jLif? . , . r#i#e tooord * ®|ly • The text 

dwis e^a !?* c * lla *‘ **• *** <* the eeeorau- 

text Is lees thee tea lias.. Double 
spec in* viu also be used vfaea preparing a esacra nduB to the president. 


* h>U . b * nua& « r « d «ai«» the eeaorandue contains only one 
£TiT? Ut ^ 8 ” 3 * 8 ^ n *” r la • »«o«ndu» to the ftJeldent 

to tto°nDM P UHKM. o f tfa. wMnmdto to to .igoto 

SpSJ ^♦~ ”£f~.:.-- Il y* ,1U > forwrt « a *° "*• SCCi through the *t,f 


Marshall g. Carter 
Lieutenant General* USA 
Deputy Director 

GoaJQ-u.^ 1 


teolMun G-O/JO- Ulv ! -t— 

(Identify if necessary) 

cc j General Counsel 

<'j 2* ' * *r"- — r-~ 

*®6:B0ooda ; to(date prepared) (type on internal copies only) 

Arg> Y" X. -««* 

Dlstributicm; - (show on internal copies only) 

Original and 1 • Addressee •' e-tL* t t 

*||||| I ami HIT 11 11 " -f—prn t m-RDP|4rQQfafl5Bd00200080020 1 


ha -'i «&, 


wk 5 / v"/- s 
Exhibit 15 - Memorandum for 




•Q-f flnntnr 
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.jp&J 


f)%n 10'Rft 




FOR; Director of Central Intelligence 

"T*.' — ® 

SUBJECT : Interagency Correspondence Standards 


14 June 1963 


1, ThU Agency is contributing suggestions for the development of inter- 
agency correspondence standards in cooperation with the General Services 
Administration. 

2. She attached correspondence for your signature conveys our ideas on 
the subject to those agencies which have expressed an interest in the 
standardisation program. 


! 

•Distribution : 

Orig . - Addressee r n *ko 

- emfim r/£L 
>/- 'b 'h/i* 

/- 9-TPiVt. 


John J. Jackson 
Director of Training 


•Typed on file copies only. 


Exhibit A^roOeMmnaMSeteaafeaelttfD*^ C6i)^©eSdeiftft0Sefi0dgf 0080020-3 


uJ- / 



Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 


Ik June 1963 


mmmm for: 

THROUGH 5 

SUBJECT : 


Director of Central Intelligence 
Deputy Mreeto^pupport^ 
Interagency Correspondence Standards 


1. This illustrates a Beaorandum submitted to the DC I for action and 
lal* approval signature . Tha flrat paragraph should state the purpose of 
ths BoeoranduB and request Per 'the approval of the rec oase ads t ion in 
paragraph . t 

-iKcdLjLS CU- AO' 




lude a space/ tor M 
Director is 


an. 




approva i 
p rep a r e a g tn xrav r g gce 


2. She eeaorandum will 
concua wc aae b j tnr mpgty 

-Ai P »r Tke originating officer Is responsible ftnyall coord Inatlon.before 
the paper reaches the Office of the Director, The originator ahouM also 
eake carta in that the file is properly a sseafljled/and 311 enclosures are 
attached. , s f , 

y.-^ <X 4LkJT ■-? 

G * 


t 

it* A O'' 

/ d/bu*****^) 




Arden T. brighter 
Acting Chief 

Correspondence Tolley Division 


1 Attachment 
(Identify it) 

cc» BBC! 

COICUB: 

' * ; ' e ^iputy Wrcc'i^ 



The reccwsendation contained 
in paragraph is approved: 


BM/CPD:AWrighterj 0 s{date prepared) 


director of Central Intelligence 
Date 


Distribution: 

Orig. - to action office 


4r*w MTIcTa 


A 


d For Release 20( 


^CIA^P74-00005R000200080020-3 

)C_ htoj fa-*.***'*'*- 

Exhibit 17 - Memorandum for BCX action , inquiring slahature for aooroval 
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TOP SECRET 
CORRESPONDENCE 


i 

I 

I 

I 

i 

i 

• » 

l * 

V i 

j 


Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 


rmr^rro mr 



Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 


C OSU E g cSF OBBBBC E BfiJEKSOOK 




STAT 


mm xk T im of tcp secret corrisforkics 


1. POLICY 

Top Store* inf creation wwrt be aafcgusrded fron tbo Instant It to prepared. 


This rule applies to drafts, carbon copies, notes, carbon paper, record - 


i«S* (dials#, tape#, etc.) a# mil a# tbs final copies. Within the Agency ~\n / . 



Control and Cover Sheet .Kill be placed on top enfi attached to i nnr •> 

* ' / 

each TO ft o am a n t received or prepared b^Ctd. this fora will reaain vith f; ,, 1- 

o \&t 

the doeuaest until It If downgraded, destroyed, or tranaalttad outside they 

g-by p> ■£, -a. 1 ^ r> 

-Aeeigui«Bt“ ufnse '• 


~ r /• ^ 

IWa aXI dP9 wOClWfflwO IfwVl 

by the Area TO Control Officer. 



logged 




m m yBKBKF 

The faraat far TO correspondence la generally the «m» «a that prescribed 
in preceding chapters except ae hereinafter described. 


3* COOTROL lOBIYIFICATIOI 

a . fha firat page of aaeh copy of the TO doenaant shall bear the TOC am- 
ber t» the loser right comer, about an inch and a half fron the bottos of 
the page. 


b* 

ter 


If the Aaeunent ie In a draft stags this nay be ahosn by adding a let- 
aysfeol to the TOC nnsfeer, aa TOC 21hjA or 21*5C. 



c. TOa final fore of a TO doen aa n t la Idcatlflad by the TOC natter only. 
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4. If certain pogM bars boos rtriaod this is Indlaatod by typing "Ssrioioa* 
*** the date of tha revision In lewtr left corner of page. 

•• » gx£ea ecntrol ana nnr sheet on which is entered the WC jj 

***** 0< W m**mr of pipi, ul other identifying information. 

Attach tbs for* to the top of the fs florinw.it 


%. pack mmmim 

Orator the na b bor *b 





bottm of took page, 

*Uowing sufficient row below for the ^offense ^tesstfleatiOB (and 
control statement, If used). In addition, s^jpwup uerklag (in accordance 
ritk axis ting security regulation*) viU bo steapsd to tbo right of tbo 
doftaoo classification at tha bottoa of the first page* 


5 . SJKLQSUHBS AID AmCHMOflS 


3 




lof*- 


7 


a. * jEm t woo which arc c Imiif ltd throu^ t Secret aro listed by typing 
tto word "Enclosure* flush nth loft nargln, too Unaa bolev tha signs- 
tnra and identifying tha enclosures ianadiataly below. Sxanplos 

>» &mr »o. s * 

*A» «®py So. 6, Anson A and S 


i* CIA ISC So. 
s. CIA fSC la. 





h. Saeh enclosure to a TS rio assent oiU ho idontiflod cm tha first pegs 


f 7 c 


or cover pegs in the lower right eormr as follows* 


"Snelowy* So. 

A 


to CIA SBC So, 




! PA‘ 


9* 


«. If tha attaetmant la a TK doenwont, outer Anasx/A bolow tha IS oontrol 
Idowtifieotion nahbor in tbo tenor right corner of firot page or cover. On 
nac^ingo nr the atteebmat typa Annex a, 8, or appropr iate tetter 
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fbm distrlbutloa original and copies of) ¥8 <Nm»poiul*no« le shorn 

oa all retsiasd la th* Agancy. lb imtleste this distribotlon, type 

w4 "Dlstributioir flush with the l*ft nifla, two Um« ball m the 

Uat Una of tha a— oraataa or lattar. Immediately belcn^at the r*. 

elplaata of the original and each copy «f the correspondence. tssapla; 

BU^giaa* /> 

CapaTfe . 1 end - Addressee 
7 S - cAf 

4 - c^z 

5 - c/xx 

6 - m 



7. CIASSITICATXQI AID (BOOT MAHKIhQ 


1 


la addition t© tha defease classification on each page a group Marking la ( 
accordance with Security regulations shall ba pieced Imallntnlj below ©r\" ^ 

adjacent to the classification aarklag at tha bottew of the first jsge. y^ 


da 90S 1 


/>■ 


After fs eorraapoaAeaca has bees 


swat ba Initiated. gee 
ar handling. Conceit 
lafenaatloi 


CL<p,->i 



jtjbsJ 

prepared, all controls for 4HT aatarial 

covering classified docuaaata for prop- 

-""V 

*5 ©astro! Officer fee* aagr additional 
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REPORTS 
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ft 


K w» A SRAWfar a)kSF0R7 

B "* ,u >m a or*. ft,*. ««h M« that you tra. .* 

!ato «m» Oaf*. nUch stew Uqoni la auttwrlaat. 


** *XMM «Si FHX8IED REPORT 

*** tiaUUmi report Is umwUy .lfigl* speeed. ** title ps«e of the **. 

port rat carry idantlftctlon of the orlUnrtln* office end the date of 
coepletioa. Exasqplsj 


fwpwrt by 

&t$am Mrthode Birleion 
Federal Herat* 1 Serrioe 
Set* 

5. mmxm 

***** “* ****** * 8 >wrt to auit tha (mu la «hleh tha ^ u to 
tapraaaatal. HmnU,, .XX» . x-Urt aargls » .u four .xm,. 

« blailn* or tab. ar. ^ to ^ 

M* atlll gin tha •nmnea of tout aantarag os tte page. 


6. msmm 

The title of the report* tyced i» rant tut . _ 

typea cspitaityk, 1» oeatered 1 inch ft roe the 

top of tut, page. If there la a entitle, « is centered 2 Uns* below 

the aw la titles The subtitle nay be in * 

"* y 111 capital*, it 1 * wnxftUy typed 

irtth Initial capital* only, ft* caption of the first part or the fix«t 

*** tt0 " at «■ r * r0rt < »"«•*•* hr a mm mb,! w , „ tlul 
■ay ba oaatarad balm tha tltu^or say ba tml at u* Xart sargtn. 
ter baaglaga «l«a a mart a^fanal anaaraaaa. Jtea than tvo of thaa 
•l»ad ott.*! aoaaaoutlTalj. (ojsal.1 Mtraatios, fro* tha arlMr 
*** ba »fej for aarglaal haadlaga. lha .*»!. foXXoM In Mjartng a 
«P«rt 1* shown in Ea&ifeit* N ) 
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f t wnrMpen Tpg 

SuCher each page m wept the title page and ths ft*** $*•» the °f 

t)M import. Alvsys mtafeer in the mm position* The preferred location 

•"Sp 

for pec* sugbera Is the upper right corner. Bsgea of pccfbtoyy notarial. 
Ineluding an iatewdaetien, ere often aushered with Xoi ItoSSRSI flVLtt' - * 
arsis. Begtaning *lth *2* on the second peg* of the tody of the report, 
BMfeer vith Arabic numerals all subsequent pages, including append!*** 
•aft an latex, 

8. SSQBAfOBI 

If the report is not stfceitted eater a signed asaoraatee, leave epeee on 
the last page of the text for e t&anderittea signature. 


0. f MMpjti Wax'arw - 

jr a ee vww 

folios usual practices in obtaining aad recording concurrence. 

18. CBART STTLE 

In this paragraph, the cord ’•chart" refers to charts, tables, graphs, sad 
ether statistical or tabular aaterial. 

e. Placing a short on a as am* If possible, place s chart vertically 
on e page. Whs n it Is secteeary to pises a chert horixoatally on the page, 
tarn tbs page d o ok wla c to seed, that is, ths title le on the left site 
of the page, vfella the hottoa of the chert is on the right site of the 
pegs. Generally, a chart of over 30 lines requires son than cue pegs* 

Be net divide a chert uhlch requires less then a full page, even if the 
previous page has only e fee Unes of typing. If a chart requires bee or 
•ora pages, it My ha typed on a sheet large enough to eeceneotete the entire 
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efcart. sheet Is than folded to a etee »Urf*tly «xm that of ths 
p.p,r on which the report 1. type*. Be wre to fold the Urge *heet off 

Muter to leave * eingla •*& t** °* **«**««* otfctr th *° 

tte edge on the bound aide, w»t be free ae that tta chart can be epeBeft 

without resowing feeteeere. Printer* prefer to arrwaga large ekerte on 

tee facing pegea ratter -teen to fold overate* page** 


on charts.. B e ading* or title# ere P*»~ 
«lth Initial capital* • Mr mj to •*>*. or b*l« «• 

IhklM amlly carry tk* taaOUw at tha top. *w«pU of a taatlsf ator* 


a table i 

Mia 19. Wsal J£*J* < tstSo rtl0 * C9 * t *' 

Ifeastfaetwriag ZBAnetries of the Sotted Btetea, 19*5-w 

(Body of the table) 


If a table or chart seat be eontteaed to the nest page, repeat the eos- 
ylete title i follow it with a daab ted the word "OcuttBaad.* 

«. *rel»ff references below a ttach naee XxAwt* wrferteeee fi Unea 
bested the ebar t » Single apace footnotes and dm* la epeoe between then* 
footnote references on charts containing mwerale aay be ehoen by an aster- 
isk {♦) and otter eyehole, or by lowercase letters, ttn# avoiding eonftealon 
oite the natters in the chert. Place aowree or credit line# belaw tt# 
ttart et either the left or the *U& comer. 

j, fmrlng tables. Barrow tables of two or three eolusne that can be 
««stered within the a»rglna of tte text look better without ruling . ttblee 
ae wide aa the eecoes*nying text look batter witt ruling, long *ia*i* * pso ® a 
m - lTT- «honU have a apece break every 5 «r 6 linee for eaae in reading. 1# 

: flr#t flg ~ 


"She total. 
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y 
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OTI OP RBPQST ZB CAPS 
A* Synopsis 

Olvt a brief mmmrr of the reaeon for the reports who requested the ) 
wport or study, and the purpose or alas to bo eccoepliebed. 

L 8»» up the^ r ecqnaoa da tloaa i )p 1 ’ 

X#' Lift then. 

^ e *• * • *• e o • o o 


1. Discussion 

X. Follow standard paragraph Instructions In presenting tho discussion, 
Pr^or latent lag, mriberlng and lettering of paragraphs vlll tube tbe 
report easier to read. 

2. Leaf the reader atop by atop through your discussion, Place tbe 
ootn ideas whore they will atand out — firat or Xaat in oaoh psregra^s. 

a* 

b* • ••*•,»»» 

3* Concrete and specific words are usually wore fasiliar and clear, , . 

eee-e ee** 


C. Conclusion and Detailed Bee 0 — e ndatlona 

X. State the results derived by a reasoned Judgment and prowida a direct 
solution. Attach supporting docuuents, graphs, or charts. 
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'M* ft rtT~ 




An anneunoeMnh at a —ting ia dietrihuhtd far enough la adtnnon to el- 
lav tiywntatet lfM sufficient tlaa to plan to attend or to designate 


t A notice of a Mating «y include these ltaaa^ ^ 
a^ttn^meatloa of the agamy or group sponsoring the Mating, 
h. Ihw fr tr of the aerting, if ana of a aeries. fhe awfcar My he 
atom in the title, aa ia the taMgXi ia perngrajfc e, following* 


of l&m group holding tha Mating, or the aife jaet to ha 


Sorties of 



Second mating of the floograjhlc Sorting GamAtUm 


d. Sato, tiM, and plan* of tha Mating. 

a. BMa of tha ehatnean, speaker, and ao forth, aa appropriate. 


f. Aganfta and exporting papars. a» agenda My ta aiAaA to tha 
settee. If It ia added, tha titla AOBB* ahWU ha centered on tha paga 
art followed by a liat of todies. Instead at tha agnate, a paragraph 
stating tha purpose of tha Meting or diaoMetag the topics my ha added. 
Onset 1 ms papers to ha eentidarod in hfee* of the Mating aceoapagf tha 
notice. 
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2* MHB ft f€R Ktwrtwtm 


Agenda Must UtmUjr "things to be tone.* Has tore also applies to the 
ioomat listing things to he done at a Masting. If the topics to he die- 
cussed are kaova before re leas* of the settee of i the Meeting, the agenda 
•ay he typed ae part of the notice or as a separate document to aesonpway 
the notice. If the subject# for discussion axe not taoowo rhea the notice 


ie released, the agenda nay he aeat later or dlstrfbnted at the Meeting. 
Baaing the Mating topics axe discussed la the order in vfcioh they appear 
in the agenda, The topics, aa stated in the agania, nay ranga la length 
froe eorde or phrases to paragraph*. If the agenda is prepared m a 


•aparata sbest rather than as part of a antics. it eboald haw a heading 

Gi-tts €?&&& /<$. ) 

that identifies the n e sting . ($» follovtag item nay he included in the 
agendas 

a. Identification of the agency sponsoring the Meeting. 



b. Base of the group holding the Meeting, or the subject to be 

discussed. Example i 

Agenda foxfth* Third Meeting of the 
Task fared on Scientific Bswlopeent 

l — 

e. Sate of the Meeting 




d. She word A0B8&, centered, if it is not Included in the agency 
identification, ea shoes in paragraph b, preceding. 

I 

I 

e. list of toplee end subtopics, if eny, watered and lettered for f 
or rtfiroxiM* 
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f* Sapper ting papers, if any. Bach paper sent vith tbs agenda eay 
be cited in the it** which applies to it or eap he explained la a para- 
graph following the agenda. If papers are set forwarded tut are to be 
•ale available at the east lag, they eey be eextloaed in the agenda seat 
in advance of the meting. 



3. WOMBS OP HBSTIHG3 

Waatw are e vritten record of a stating, f Ibejr are sot a transcript of 
the discussions but art a concise, clear susnary of the recalling eoib. 
clue leas and neeonesndatlom. Minutes often indicate action to be takes 
on the conclusions or rceoanendetions . (.Minute* of metings nay Include 

. \ ^ w w ^ t jt m £ 

than# it ee ij (J.. A&* 

a. Identification of the group sponsoring the eeeting. | 

b. Title. Hie title say give the mofeer of the neeting if the neefe- 
iag ia one of a aeries, and the nsec of the group holding the neeting or 
the svfcjeet dlaouaaed . 

a* aite, tine, end place of the neeting. 

d, hist of those present, the list eiU identify the chsirmn, 
eebbere, alternates, and guests. 

a. text. Tbs text of the ninates ie usually arrested by topics. 
Paragraphs nay be identified by umber and title to correspond to the 
a gauds item. Minutes of tin nesting of an intre'kigftaey group, such as 
a staff neeting, my take the fore of a "Record of Action." m this 
record, the action required and the individuals responsible for taking 

tbs action are shown, thus providing a ready reference for followup. 
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*■ 
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' - 4 . * • M„,-' 

f . Identity of the secretary responsible for preparing t*» 

g, Additions! tnferuatlon. Xtena eay he »4M to the eiimtes, ^4, a^J 

should the 4ft t* of the next aeeting, aaslganent of duties to aptciflc | 

■irtm, or any other inforaatton sot included is the text. '■ 

k. fffAfIGSKRY FOR SOTTCJSS, ACSCSDA, ASS KCSOZES 

/ 

e. Stationery. Me plain white paper for not lew, sgend®, and alaute* 
w!«m instructed otherwise. Forevlly erpmlnsd groups sonatinas «m 
appropriately print** stationery for notices, almrtes, an* *c forth. 

b. Copies. Whenever notices, agenda, oar situates are to he duplicated for 
distribution, yon nay type the Material directly on e implicating neater. 

Ihie neater can he signed hy the secretary or other official. Xf an aet- 
ual signature la needed on a record, prepare an original on plain paper 
end have it signed before typing the duplicating raster. Xf an actual 

si gna t ur e is not needed, a duplicated copy nay he filed instead of e signed 

/ 

original. 

5. LATCOT OF SOTICES, AGRKDA, ASS MZffUSS 

a. Margins. Arrange notices and agenda of neetinga an the page for hast 
appearance. In typing nimxtee. Observe the usual 1-inch margins. 

h. Spacing. At the top of the page, center Identification of the spon- 
soring agency or group. Arrange the title, date, tine, and piece to nee 
the available apace nost effectively. Single space a pare graph Which ex- 
plains the purpose of a see ting. Also single apace the agenda, with dot&le 
spaces between tteas. You nay set up the text of Minutes as shown in the 
exhibit at the end of this chapter* 
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yf BZ8TRXBUT109I 

Par gro ap« tkit bold rwearrlag antlagii bt*p a& ap-to-dat* dlatrttmtioa 
Hat of wMtn raft tbair tlttnaba. 
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n . t 


9RBSA2. SSmCSS ASKZXZSmTZGH 
PUBLIC B3IL0ISBS EEPARTMEST 


y ^/i^i PI** ’* 
^ 6 

if 

g" ^ _ / ,- t^ 


^ r £ 

A A - * 

Botice of the first netting of the Spece Coneittee :-/ n ■>&■* 
tor the Hev Building 


16 July^l963 


9 i 30 a .a. 


Aeon 105, Battens 1 Headquarters Building 


ienea 

1. Inscription end background of the project 

2* Batablleheeat of baste concept# for guidance of the Space Cornel t toe 
e. Major content# of the plane 
b. Remissive character of the plans 
a. Pornat of the plans 

3* Reviev of detailed outline of liens suggested for the plans 

b. Istebliahnent of stMeoanittees end work s ch e dul es 


'CoDdiimd oqUIsa of dIib 


l ljit of ffUbCMB&ttft68 

C ■ 

'Proposed schedule for the project 
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F8SERAL g ESTXCES AMGBISTRATICSS 


RECORDS SERVICE OFFICE 


Minutes of the first meeting of the Working Ccssittee on the 
U. 8. go v er n aen t Correspondence Manuel 


l€> July 1963 


9t30 a.». 


Room 111 Interior Building 


Chairmans Bwtwrt Vfaym 


H ash e r s present: List all those in attendance 




The cha trees explained the reasons for 
votes xtm second uocrer uosnmesion I'laimmMteft a standard correspondence 
nddnal for Ooveroaent. Bee of the asae wants! hy federal agencies would 
result in uniformity la correspondence practices j would require leas 
training of typists, especially those transferring from one agency to 
another; would loser printing costa of earns Isj and would sake it ranee- 
eaaary fear new agesoies to develop their own uamala. 


;ii I.' i - 


— * . a a 


hsr.lt; 


Minutes of Meeting 
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REVIEW, CONCUR- 
RENCES, APPROVALS 
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coBsssronncs babbbqck 


W 




COW? 


t*n: 


AITOOTAJJB, 


AMS SXQKDRI AOTH0RITY 


1. 


HSICATUKS RKTOW AID 0090 


;W h; 


a . Officials other than the originator shall indicate their rerinr by 
initialing above their organ! rational designation at the hot too of the 
yellow official file copy. The date of Initialing should also ha shown. 
The originator will initial over his typed nans. 


b. Concurrences nay bs indicated on the original and all copies of nano- 
randans which will not leave tha Aganoy, when it la desired that concur- 
ranees be nade an integral part of the correspondence . Mi aethod it 


particularly desirable when considerable coordination or concurrence la 

neoassary outside the originating office, or when the signing official or . 

k. / > 

the recipient of the neaorandun nay desire's record of concurrences (”ey the 

h 

officials * surname and titles.) 


To provide for these signatures, type the word "COMftSUSBBCE” flush with 
the left aargin four specs* below the signature line. Beginning five 
lines below the word "CQ9K3BUBQO” even with the left aargin, type a solid 
line for the signature of the official from whoa concurrence is desired. 
Beneath this lint type the official's title. To tha rl£ht of the signa- 
ture line type a solid line for Idle date. Type the word "Sets'* beneath 
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this Una. Repeat this arrangesent for each concurring signature desired. 
Leave five spaces between each signature line. Exaaple: 

COSKT UHRES C E ; 


rtfyaW ^TIS55iSSEB5> 

4- <&■ < 


"late' 


|S- 




e. (^correspondence prepared for^signature of tbs SCI or DDCI one of the 
two copies forwarded for retention la the Registry files will bear tba 
a Ignat are end title of the originator and each concurring offlSer! The 

i 

originator^ end concurring officials' signatures should bs identified by 
the words "ORIGIBATED BI M and "C03CURR£KCB8 ,T respectively. The second 
copy for retention la the files of the o/DCI jgafL aU other Agency copies 
need not beer the signatures. Typewritten oases will suffice. 


h 

fU 






2. UBICATHQ APPROVAL AS A S XKTBC&AL PART OP A MEMQRARDDM 
a. To alislnata preparing additional correspondeiwe^t approving levels, 
a apace for the approving official's sign atur e say be provided on the orig- 
inal and ail copies of a aesorandun which will not leave the Agency. An 
approval line la indicated by the word "AmoVES" in all caps begun one 
or two spaces to the right of the center of the page, and six spaces below 
the last signature line. Two or three spaces to the right of "APPROVED" f 
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OB the («M line type * solid line for t 3m tot*. Center the word 
Bate" beneath the Une. Two *psees below type la the approving official* 
***• in initial cape and center hi* title beneath. Exaaplo: 

Signature of Signer 


jLtJtc# %^-Z^ 






<#b *■) 

^-® a i 


APPROVED* 





*. A. Ifarley 
B*paty Director 
(X component) 



b. Consider the following requirements when an approval line ia need: 


a\mL *^xz%mr* x (vMch *• uauaiiy 

eliminating official for necessary aotion) prepare a copy for retention by 


the approving official. Furnish two copies if the approving official is 
the Director or one of hie Deputies . 




<2) Action of the approving official shall be Indicated on all copie* 
(3) Dhtor no circumstances will information or file copies be die- j 

i 

tributes until action has been taken by the approving official. 


3» HXSF08SIBILUY ft® REVIEW AHD C0JJCURREBCE6 

a. It ia the originating official’s responsibility to secure all necessary 
renew and concurrences within his organisational elect, and to provide 
adequate routing of the correspondence to other office* for concurrence. 
-Provide adequate routing* includes a review of the assembled correspondence 
to ensure that routing slipa baar the naaes of evary office concerned. 
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b, BtvtMiae official# afcstll sign or Initial originals or copies la the 
•paces provided. Qualified concurrences or a loneomcurrences shall be in- 
dicated, and the reasons therefor typed to the right of the offtei»l's 
signature on the original ant all copies of aeeorssduau The copy for the 
reviewing offieial will be forwarded from pthe office of the signing of- 


ficlal after the docunent la algaad. 



c. It le the responsibility of secretaries at concurri ng lev els to type 


the nseee of concurring officials, the date action was taken, and say 


other notations of concurrenes or qualified concurrence to each copy of 
a eeaorandus that will not leave the Agency. The concurring official's 
signature shall be indicated above his title in the following manner? 


/a/ Robin Barton 
Wuractor of jSwIRr 


ties 


h. AUSKRITJf TO SEW COKRBSKWISJICE 

The authority to sign for the Director of Central Intelligence has been 
delegated by the Director to certain Agency officials. Other authorisa- 
tion* to sign correspondence have been delegated at Deputy Director, 
Aeaistant Director, Office Chief, end subordinate levels. Tbs following 
general rules apply? 

a . Correspondence addressed horizontally shell be signed by an official 
et the sene level a* that of the addressee, or by a parson to whcs» author- 
ity has bean delegated. 
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h, Correspondence directed upward shall he signed hy or directed through 
the chief of the elenent immediately helour that of the official to -shoe 


addressed. 

e. Corre spon&e&ce directed downward shall he signed hy or directed through 
the chief of the eleaent lawed lately ahove that of the official to ebon 
addressed. 
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10 spaces 


® ' X* Is reeoaasaisd 
officially. 


that tbs verbal sgrcaaent described herein ha concluded 


5 spaces 


CQSCUKJuOTCSS: 


k spaces 


M. M. Person 
Chief, fbnagseent gtaff 


director or Reports 


Bate 


SeSsel Counsel 


Bate ' 


sty jj ■*. n> 

-<xV t'j&tUr - \ ^ it- f* .."f jgu/d l 


APIKOVBBt 






a. 




distribution; / 

Original and JT / - 

1 - b/b 

- C^tts f c 

1 ■ file (rltU -basic) 


,/t it, <tt 

■■■ S’*.. ' * <„> # | w * T '4 « 


■» A. Riley 
a»P«ty Director 
(X coeponent) 


f 

) 


c «r.'^ \ (/"»■ 

) 


7 /7/ ^ 


' / 


ApprovWlBdKLIteijsdSmai^S^^i afi^3i^li 0005R000200080020 - 3 



Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 


ENVELOPES 
AND MAILING 
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hahsgok 


19^3 


STAT 


mmxms abd mailukj 

Men tail is jyrepared for transal&al it i» inportant that iha proper 

A 

envelope is uaed to insure correct handling. Window envelopes should he 
used whenever possible. When a window envelope cannot be used, select a 
regular envelope of the appropriate else. 


^ .. 

t ri <~ 4 . 

\r 


1. Tms &£ BWeuoPes 

the Agency uses both penalty indicia (franked) and nonpenalty envelopes 
and lahala. the penalty clause "penalty for Private Use to Avoid Pajnsent 
of Postage #300" eppeara in the upper right corner of the franked enve- 
lopes sad labels. 


these types of envelopes are available (»owa contain preprinted Agency 
addresses): 


PSSALTY HDXCIA 

White envelopes, 8-7/8" * 3-7/8" and 94* at t-l/ 8 * 
White window envelopes, 8-7/8" * 3-7/8” 

Brown envelopes, 12* x 94* 
labels, gtsmed, 5 " x 3 *. 

WQRPBSAL3T 


White Envelopes, 34" * 6 ", 8-7/8" x 3-7/6* wad 9-|" x 


White with opaque d«ti 
White window envelope. 

White, Air Mail, red and blue bolder 


WS'S-TS* 


x 3-7/8" and 9-t' x *-l /8 


x mu, m ana ojlue uwu«r, 8 - 7 /B" x 3 - 7 / 8 " (both plain and 
opaque design inside) and 94 "x.e-l/ 8 " 

Brown esvelopaa, various sixes, fans 5-7/8* x 3-3 A" through 
18 * x lk 4 ". l(/ 


noisi-PiRPosE iB5ii/o®®s 

mr0*w<t*rmv 

Brown, 12" x 10" and 16 " x 10". 
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** ti 'jkpose jkvelopes are encouraged for internal routing. e» M 

envelope* are designed with a window pocket attached to the outside to 
aecosmciiate a courier receipt being used as an address label, or a 3* * 5" 
card or paper m which the address is written. Thus envelopes my he 
reused by revoking the addressed paper or card end inserting e new on* 
properly addressed . 


CBAja WmSLOER S 

®* ® 0Ttrni " at «w»«a«nr Satvlope, Standard *Ort» 65, elaes 12" x 
end 16" x 12". 

To he used for sending aatarial between Govemaent offices and agendas 
wiless prohibited by security or operational requirements. Whan using 

the chain envelope enter the Stop BuSber for the addressee's agency in 
the epees labeled ’'Stop". 

feOSS 

The we of penalty indicia ia a matter of convenience and economy to the 
Government. Official mall qualifying for transmission under penalty Indic ia 
la broadly limited to official latter correspondence and enclosures that are 
reasonably related to the si&Ject matter of idle correspondence. 

Penalty indicia should not be used fort 

e. Mail on which additional postage is required, ee airesil, sail for 
most foreign countries or sail weighing over four pounds. 
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fe» Btroossl correspondence a aft other unofficial nail even though e poet 
«0» staap la affixed over the penalty clause. 


J 


Orfg?*jF 




e. Zaaar snvelopea^ a a ad f o r doulbla-aealad aotax^al . 

* /I 


d> Mail east outside the foot Office channels (by aessengjer or courier) 
la addition, do not place a freaked label os a franked envelope. 
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ADDRESSING 

MAIL 
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o amsm mam hasebook 


STAT 

1963 


ABBRESSIHQ mail 

1 * Amsmsxm ESYELO PJSE KSt TBAKSiCtTTAL 00T5H5 CIA 

«• Is addressing an envelope, begin the typing at approximately one-half 
the depth and one-half the width of the envelope* Single space the met 
and address in block style. The envelope address vtU be the ease as the 
address on the letter it carries . 


b* If correspondence is to be dispatched by special delivery oar registered 
nail, type the cords "SPECIAL MLZmt* or "K£GIS*a£RED MAIL** in all caps 
four specss above, and flush with, the address. 


e. If correspondence is to be dispatched by AUt MAIL, no special instruc- 
tions art necessary provided an air-mil envelope is used. If sn air-nail 
envelope is not avlalsble, use a plain shite envelope without a panalty 
indicia* Type the words "AIR MAIL" in all caps four spaces above, end 
flush with, the address. 


d. Inter-Agency Mail - ZfCeontents of) nail being sent to another Oovera- 
nent agency is unclassified, indicate on the envelope the addressee, the 
roe* .end’'^top Runber. Do not use a franked envelope. (Delivery is made 


A 




by 0. i. Official Mail and Messenger Service*) 

0 . 

e* If correspondence Is classified, attach Font 2fe0 .Courier Receipt. 
Indicate the ^Jteow number and building, po not include Stop nuaber . (De- 
livery is made by courier.) 
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2. Ammxssim ism-omcs kail 

fh« incorrect addressing of intsr-office Mil result* in transmission 
delays and palcea an unwarranted burden on tbs courier-messenger service. 
Personnel forwarding material atoll ensure that addressee contain the fol- 
lowing informations 

a. Office of origin. 

b. Office designation of addressee (position title or nans say be 
added if desired). 

4*c. Building designation. 

■^d. Boon number. 

In the few instances store it is necessary to expedite delivery, the 
envelope or package nsy be mrhsd "Direct Delivery" or "Delivery to 
Addressee^" in addition to information required in a, through d. above. 
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C0RHS8PGKSEHCE HABSBQOK 


mm OF ADDRESS 


l. UfCROUOCXIOH 



w 


s P ^ ' 


STAT 


1 


TiMS form of addresjB, salutation, and complimentary close is frequently based 

* 5 ? 

on the backgroun d, ‘exp erience, and personal relationship of the person signing 
the letter end the person receiving the letter* as veil as on its purpose. 


The examples given in this chapter are conventional forms in general use. 
fhey may be varied under certain conditions. For example, "Honorable" may be 
replaced by a title such as "General,” "Dr.," or "His Excellency." Ail Presi- 
dential appointees and Federal and State elective officials are addressed as 


"Honorable." As a general rule, county and city officials, with the exception 
of mayors, are not addressed as "Honorable . " A person once entitled to "Judge," 
"General," "Honorable,” "His Excellency, " or a similar distinctive title may 
retain the title throughout his lifetime. 


JJA 


In salutations to persons in positions that may be held by men or by* 

A 

women, only the title Mr . " la shown in the examples given here . When a woman 
occupies the position, the title "Madam" is substituted for "Mr." before such 
formal terms as "President, "Flee President," "Chairman," "Secretary," "Ambaa- 
sadpr, and "Minister.” The title "Miss" car "Mrs." is substituted for "Mr." 
whin the surnaofe rather than a formal title 




When interagency mail is to be delivered in Washington, D. C., by the ^in- 
official mail and messenger serviae, "Washington, D. C." may be omitted from 
the letter aid the envelope. s ^ 

rtM** * 
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Open punctuation is used in addresses, figure# are used for numbered 
addresses end for mastered streets designated by the ordinals beginning with 


10th* Rumbered streets designated by ordinals below 10th are spelled out. 
Additional ZIP Code j^uabera say be obtained from the Agency's Mail Room. 


Addressee 

Address on letter 
end Envelope 

Salutation and 
Complimentary does 

2 # TSE vam HOUSE 



The President 

The president 

The Shite Bouse 

Washington, B.C. 20501 

Bear Hr. President* 
Respectfully yours. 

Wife of the President 

Mrs. (full name) 

The Shite Bouse 

Washington, D.C. 20501 

Bear Mrs* (surname)* 
Sincerely yours. 

Assistant to the President 

Honorable (full name) 
Assistant to the President 
Tbs White House 

Washington, B.C. 20501 

Dear Mr. (surname)* 
Sincerely yours. 

Secretary to the President 

Honorable (full nsm#} 
Secretary to the President 
The White House 

Washington, 0.0. 20501 

Dear Mr. (surname)* 
Sincerely yours. 

Secretary to the President 
(with military rank) 

(full rank*} (full name) 
Secretary to the President 
The White Bouse 

Washington, B.C. 20501 

Bear (rank) (surname)* 
Sincerely yours. 

3. THE VICE HOaiEKHCY 



the llee President 

The Vice president 

United States Senate 
Washington, B.C. 20510 

Sesr Hr. Vice President : 
Sincerely yours. 

The President of the Senate 

Honorable (full name) 
President of the Senate 
Washington, B.C. 20510 

Bear Mr. President* 
Sincerely yours. 
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Addressee 

k. VBK TSBK&AL JtJUICIART 

Th e Chief Justice 

/ 


Associate Justice 


Retired justice 
Presidios justice 


JudS» of a Court 


Clerk of a Court 


Address on letter 
sad Envelope 


Salutation and 
Co«pli*ent*ry dose 


The Chief Justice of the 
Salted States 
The Sup r ena Court of the 
Halted States 
Washington, D.C. 205^3 

Nr. justice (euroaae) 

The Cupr aee Court of the 
Halted States 
Washington, D.C. 205^3 

E&morable (full mm) 
(Local Address) 


Sear Nr. Chief Justice; 
Sincerely yours. 


Star Nr. Justices 
Sincerely yours. 


Sear Mr. Justice; 
Sincerely yours. 


Honorable (full nave) 
Presiding Justice 
(Bees of court) 

(Local address) 

Honorable (full naae) 
Judge of the (nsse of 
eourti if a 9.8. 
district court, give 
district) 

(Local address) 

Mr. (full nans) 

Clerk of the (nsse of 
sent) if a 9.8. 
district court, give 
district) 

(Local address) 


Soar Mr. Justice: 
Sincerely yours. 


Hear judge (eurnase ) : 
Sincerely yours. 


Bear Mr. (surnase): 
Sincere iy yours. 



3. THE CCMG flg g P 

Coasittee Chairsan, Onited 
Statss ''Senate 


/> 

Chairsan of a Joint ^ 
Cossittee 


Honorable (full ness) Dear Mr. Chairsan: 

Chairsan, Cossittee on Sincerely youra, 

(sans) 

Halted States Senate 
Washington, D.C. 20510 

SMSarafels (full nsse) Sear Nr. Chairsan: 

Chairsan, Joint Cosmlttee Sincerely yours, 

on (nsse) 

Congresa Of the Ohitad 

Mates 

Washington, D.C. 20515 
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Addressee 

Subcommittee Chairman, 
United States Senate 


(sway from Washington, 
D.C.) 


Senator -elect 


Former Senator 


Office of a deceased 
Seas tor 


Speaker of the House of 
Representatives 


Committee Chairman, House 
of Representatives 


Subcommittee Chairman, 
House of Representatives 


Address on letter 
and Envelope 

Honorable (full name) 
Chairman, Subcommittee 
on (name) 

(Base of parent committee) 
United States Senate 
Washington, D.C. 20510 


Honorable (fun mm) 
United States Senator 
(Local addrese) 

Honorable (full name) 
Senator -elect 
United States Senate 
Washington, D.C. 20510 

Honorable (full name) 
(Local address) 

Secretary to the late 
Senator (full name) 
United States Senate 
Washington, D.C. 20510 

Honorable (full name) 
Speaker of the Bouse of 
Representatives 
Washington, D.C. 20515 

Honorable (full name) 
Chairman, Committee on 
(name) 

Bouse of Representatives 
Washington, D.C. 20515 

Honorable (full name) 
Chairman, Subcommittee 
on (name) 

(Bam of parent committee) 
Berne of Representatives 
Washington, D.C. 20515 


Salutation and 
Complimentary Close 

Dear Senator (surname): 
Sincerely yours. 


Dear Senator (surname): 
Sincerely yours, 


Dear Senator (surname): 
Sincerely yours. 


Dear Mr. (surname): 
Sincerely yours. 


Dear Senator (surname): 
Sincerely yours. 

Dear Mr. (surname): \ 
Sincerely yours, J 


Deer Mr. Speaker: 
Sincerely yours. 


Dear Mr. Chairman: 
Sincerely yours. 


Dear Mr. (surname): 
Sincerely yours. 


Senator Honorable (full name) 

(Washington, D.C., office) United States Senate 

Washington, D.C. 20510 
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Addressee 


Address on Letter 
sad Envelops 


Salutation and 
Complimentary Clove 


Representative 
(Washington, D.C . , office ) 


(evay fro® Washington, 
D.C.) 


Representative-elect 


Representative et Large 


former Representative 


Office of a deceased 
Representative 


Resident Commissioner 


6. XJBOXSLATIVB ACEEHCXR6 


Honorable (full name) 

House of Representatives 
Washington, D.C. 20515 

Honorable (full same) 
Itoeber, United States 
louse of Representatives 
(Local address) 

Honorable (full name) 
Representative -elect 
House of Representatives 
Washington, D.C. 20515 

Honorable (full name) 

House of Representatives 
Washington, D.C. 20515 

Honorable (full name) 
(Local address) 

Secretary to the late 
(full name) 

House of Representatives 
Washington, D.C. 20515 

Honorable (full name) 
Resident Commissioner from 
(name of area) 

Bouse of Representatives 
Washington, D.C. 20515 


Dear Mr. (surname): 
Sincerely yours. 


Dear Mr. (surname): 
Sincerely yours. 


Deer Mr. (surname): 
Sincerely yours. 


Dear Mr. (surname): 
Sincerely yours. 


Sear Mr. (surname): 
Sincerely yours. 

Dear Mr. (surname): 
Sincerely yours. 


Deer Mr. (surname): 
Sincerely yours. 


Librarian of Congress (lead 
of the Library of Congress) 


Comptroller General (Head 
of the Seneral Accounting 
Office) 


Honorable (full name) 
Librarian of Congress 
Library of Congress 
Washington, D.C. 20540 

Honorable (full name) 
Comptroller General of 
the Ctaited States 
general Accounting Office 
Washington, D.C. 20548 


Dear Me, (surname) 
Sincerely yours. 


Dear Mr. (surname) 
Sincerely yours. 


Public Printer (lead of the 
W.S. government Printing 
Office) 


Honorable (full name) 
Public Printer 
W.S. Government Printing 
Office 

Washington, D.C. 20401 


D*ar Mr. (surname) 
Sincerely yours. 
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Addressee 


Address on Letter 
and Inrelope 


Salutation and 
Complimentary Close 


7. IS GC0TJ72 IEPA1TWBJIT8 

Members of the Cabinet 
addressed as "Secretary* 


Postmaster Oeneral (Stead 
of the Poet Office 
Department) 

Attorney General (lead of 
the Department of Justice) 


Under Secretary of a 
Department 


Deputy Secretary of a 
Department 


Assistant Secretary of a 
Department 


Honorable (full name) 
Secretary of (nave of 
©apartment)** 
Washington, B.C.* 

Honorable (full name) 
Postmaster General 
Washington, D.C. 20860 

Honorable (full name) 
Attorney General 
Washington, D.C. 20530 

Honorable (full name) 
Under Secretary of (name 
of Department) 
Washington, D.C.* 

Honorable (full name) 
Deputy Secretary of 
(name of Department) 
Washington, D.C.* 

Honorable (full name) 
Assistant Secretary of 
(mow of Department) 
Washington, D.C.* 


6. mOEPSHOQIT AGSBCXE S 


Dear Mr. Secretary: 
Sincerely yours. 


Dear Mr. Postmaster 
General: 

Sincerely yours. 

Dear Mr. Attorney 
General: 

Sincerely yours. 

Dear Mr. (surname): 
Sincerely youre. 


Dear Mr. (surname): 
Sincerely yours. 


Dear Mr. (surname): 
Sincerely yours. 


Director of the Bureau of 
the Budget 


Honorable (full name) 
Director, Bureau of the 

Budget 

Washington, &,C . 20503 


Dear Mr. (surname)} 
Sincerely yours. 


lead of a federal Agency, 
Authority, or Board 

Scad of a major organi- 
sation vithin an agency 
(if the official la ap- 
pointed by the President) 


Honorable (full name) 
(Title), (name of agency) 
Washington, D.C.* 
Honorable (full name) 
(Title), (name of organi- 
sation) 

(Base of agency) 
Washington, D.C.* 


Dear Mr* (surname): 
Sincerely yours, 

Dsar Mr. (surname): 
Sincerely youre. 


* Include appropriate SIP Gods Humber with each address. 


** Titles for Cabinet Secretaries are: Secretory of State, Secretary of the 
Treasury, Secretary of Defense, Secretary of the Interior, Secretary of 
Agriculture, Secretary of Commerce, Secretary of Labor, and Secretary of 
Health, 9^tWS^mFoeip9eli*ieaZa02/08/26 : CIA-RDP74-00005R000200080020-3 
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Addressee 

Address on letter 
and Snvelope 

Salutation and 
Complimentary Close 

President of a Commission 

Honorable (full name) 
President, (name of 
commission) 

Washington, D.C.* 

Beer Mr. (surname) :\ 
Sincerely yours, ] 

( „ 

Chairman of a Commission 

Honorable (full name) 
Chairman, (name of com- 
mission) 

Washington, B.C.* 

Sear Mr. Chairman: , ,V'” 
Sincerely yours, ( 

si 

| 

Master of a Commission 

Honorable (full name) 
Member, (name of com- 
mission) 

Washington, D.C.* 

Sear Mr. (surname):/ 
Sincerely yours. 

Chairman of a Board 

Honorable (full name) 
Chairman, (name of board) 
Washington, B.C.* 

Sear Mr. Chairman: 
Sincerely yours. 

9. AMERICAS MISSIONS 



American Ambassador 

Honorable (full name) 
American Ambassador 
(City), (country) 

Sir: (formal) 

Bear Mr. Ambassador: 
(informal) 

Very truly yours, 
(formal) 

Sincerely yours, 
(Informal) 

American Ambassador 
(with military rank) 

(full rank) (full name) 
American Ambassador 
(City), (country) 

Sir: (formal) 

Bear Mr. Ambassador: or 
Bear (raid:) (surname): 
(informal) 

Very truly yours, 
(formal) 

Sincerely yours, 
(informal) 

American Minister 

Honorable (full name) 
American Minister 
(City), (country) 

Sir: (formal) 

Bear Mr . Minister: 
(informal) 

Very truly yours, 
(formal) 

Sincerely yours, 
(informal) 


* Include appropriate ZIP Code Sumter with each address. 
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Address on letter Salutation ssA 

Addressee and Envelope Complimentary Close 


Aeeriean Minister (with (Full rank) (full naee) 

military rank) Aeeriean Minister 

(City), (country) 

10. HXSSI0D8 90 THE USIT8D STATES 

Sirs fores! 

Dear Mr. Minister; or / 
Dear (rank) (surname) : 
(informal) r 

Fbry truly yours, ) 

(formal) 

Sincerely yours, 

(isforeal) 

•7 

Foreign Ambassador is the 
united States 

Hie Excellency 
(Full naee) 

A.ibaeaador of (country) 
(Zioeal address) 

S » 

Excellency; (formal) 

Dear Mr. Aabeasador: 
(inforaal) 
fbry truly yours, 

(foraal) 

Sincerely yours, 

(informal) 

Foraign Mlaiater in the 
United States 

Eoaorable (full naee) 
Minister of (country) 
(Local address) 

Sir; foraal 

Saar Mr. Minister; 
(isforeal) 

▼try truly yours, 

(formal) 

Sineerely yours, 
(informal) 

Foreign Charge d 'Affaires 
in the United States 

Mr. (full name) 

Charge d 'Affaires of 
(country) 

(Local address) 

Sin (foraal) 

Dear Mr. Charge d' Affaires; 
(inf ©real) 

Very truly yours, 

(foraal) 

Sincerely yours, 
(informal) 

11. THE C6R0AHIZATIQH OF 

AMERICAS STATES 



Seoretary General of the 
Organisation of American 
States 


Honorable (full naee) 
Secretary general of the 
Organization of 
Aeeriean States 
Han Aaerioan Union 
Vaehington, B.C. 20006 


Sir j (foraal) 

Bear Hr. Secretary 
Generali or 

Dear Mr. (Dr.) (surname): 
(informal) 

Very truly yours, 
(formal) 

Sineerely yours, 
(informal) 
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Addressee 


Address oa Letter 
sad Envelope 


Salutation and 
Complimentary Close 


Assistant Secretary General of 
the Organization of American 
States 


Honorable (full name) 
Assistant Secretary 
General of the Organ! 
satlon of American 
States 

Pan American Onion 
Washington, D.C. 20006 


United States Representative 
on the Council of the 
Organisation of American 
States 


Honorable (full name) 
United States Repre- 
sentative on the 
Council of the Organi- 
sation of American 
States 

Department of State 
Washington, D.C. 20520 


12. UHITED RATIONS 


Sir: (formal) \ 

Dear Mr. (Dr.) (surname):, 
(informal) / 

Very truly yours, 
(formal) 

Sincerely yours, 
(informal) 

4 

Sirs (formal) 

Dear Mr. (Dr.) (surname):! 

(informal) 

Very truly yours, 

(formal) 

Sincerely yours. 


Communications to the United Rations ere addressed to the Uaited States Repre- 
sentative to the united Rations, through the Department of State. Exceptions 
which are sent direct to the United States Representative include: those in- 
tended for the Economic and Social Council, the Disarmament Commission, the 
trusteeship Council, and the delegation to the General Assembly (when it is 
in session). Direct communication with the United Rations is inappr opri ate 
unless exceptions arise. Where it is necessary, the communication should be 
sent to the Secretary General of the United Rations through the United States 
Representative by means of a covering letter. 


Secretary General of the 
United Rations 


{halted States Representative 
to the United Rations 


His Sxcellsncy 
(full name) 

Secretary General of 
the united Rations 

Raw fork, Raw fork 10016 


Excellency: (formal) 

Dear Mr. Secretary General: 
(informal) 

Very truly yours, 

(formal) 

Blnesrely yours, 
(informal) 


Honorable (full name) 
united States Repre- 
sentative to the 
United Rations 
Hew fork, Ssw fork 10016 


Sir: (formal) 

Dear Mr. (surname): 
(informal) 


Very truly yours, 
(formal) 


Sincerely yours, 
(Informal) 


; 

! 

I 


I 
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Mdrt**#e 


Chairman, United State* 

Da legation to the united 
Sat ion* Military Staff 
Conraittee 


Seaior Bepresentatlve of 
the United States to the 
General Assembly of the 
United Station* 


Senior Military Adviser to 
the United States Dele- 
gation to the united 
Stations General Assembly 


United States Bepresentatlve 
to the Iconomio and See is 1 
Council 


United States Bepreeentative 
to the United Stations Dis- 
armament Commission 


United States Bepresentatlve 
to the Trusteeship Council 


Address cm Letter 
end Envelope 


Honorable {full name) 
Chairmen, United States 

Delegation 

United Rations Military 
Staff Committee 
United States Mission to 
the United Stations 
Sew fork, Stav York 10016 


Salutation and 
Complimentary Close 


Sirs (formal) 

Dear Mr. (surname ): 
(informal) 
Vary truly yours, 
(formal) 

Sincerely yours, 
(informal) 


Honorable (full name) 
Senior Bepresentatlve of 
the United States to the 
General Assembly of the 
United Sationa 
Jtaw York, Hew York 10016 


(Pull rank) (full name) 
Senior Military Adviser 
United States Delegation 
to the United Ration* 
General Assembly 
ISv York, Jtav York 10016 


Honorable (full name) 
United States Repre- 
sentative cm the Eco- 
nomic and Social Coun- 
cil of the United nations 
Rev York, Sew York 10016 


Honorable (full name) 
United State# Represent- 
ative on the Disarmament 
Commission of the united 
nations 

Hew York, Sew York 10016 


Honorable (full name) 
united States Represent- 
ative on the Trustee- 
ship Council of tbs 
United Rations 
Rev York, Rev York 10016 


Sirs (formal) 

Dear Mr. (surname) s 
(informal) 

Very truly yours, 
(formal) 

Sincerely yours, 
(informal) 

Sear (rank) (surname) i* 
Sincerely yours. 


Sir* (formal) 

Dear Mr. (surname): 
(informal) 
Very truly yours, 
(formal) 

Sincerely yours, 
(informal) 


Sirs (formal) 

Dear Mr. (surname) : 
(informal) 


Very truly 


truly yours, 
(formal) 


Sincerely yours, 
(informal) 


Sir: (formal) 

Dear Mr. (surname): 
(informal) 
Very truly yours, 
(formal) 

Sincerely yours, 
(informal) 
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Addressee 

13. stasb ahd local ommmsm 

Governor of a state 


Address on letter 
and Snvelope * 


Acting Governor of a State 


Lieutenant Governor of a 
State 


Secretary of State of a 
State 


Chief Jhatioe of the 
Supreme Court of a State 


Attorney General of a State 


Treasurer, Comptroller, or 
Auditor of a State 


President of the Senate 
of a State 


State Senator 


Speaker of the Bouse of 
Bepreeentatlvee or the 
As sent Xy or the Souse of 
Selegates of a State 


Soaorahle (full name) 
Governor of (name) 

(City), (State) 

Honorable (full rase) 
Acting Governor of (ram) 
(City, (state) 

Bonorable (full ram) 
Lieutenant Governor of 

(ram) 

(City), (State) 

Bonorable (full mm) 
Secretary of State of a 
(ram) 

(City), (State) 

Bonorable (full ram) 
Chief Justice 
Suprem Court of the 
Slate of (ram) 

(City), (State) 

Bonorable (full saw) 
Attorney General 
State of (ram) 

(City), (State) 

Bonorable (full name) 
State Treasurer 

(Controller) (Auditor ) 
State of (ram) 

(City), (State) 

Bonorable (full ram) 
President of the senate 
of the State of (ram) 
(City), (State) 


Bonorable (full nam) 
'Bam of State) Senate 
City), (State) 


Bonorable (full ram) 
Speaker of the Bouse of 
Representatives (or 
Assembly or Bourn of 
Delegates) of the State 



Salutation and 
Complimentary Close 


Dear Governor (surname): 
Sincerely yours. 


Dear Mr. (surname): 
Sincerely yours, 


Dear lb*, (surname): 
Sincerely yours, 


Sear Mr. Seeratary: 
Sincerely yours. 


Dear Mr. Chief justice: 
Sincerely your a, 


\ 

\D' 


% 

% 


Sear Mr. Attorney Genera^: ' 
Sincerely yours. 




Sear Mr. (surname): 
Sincerely yours. 


Sear Mr. (surname): 
Sincerely your a. 


Sear Mr. (surname): 
Siraareiy youra. 

Sear Mr. (surname): 
Sincerely yours. 


rs*7 

\ 


Approved For Releas 



* Include appropriate ZIP Code Number with **>r.h =<*•**— — 


IA-RDR74-00005R000200080020-3 
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JmfmKmWmmNPw- 

State Rsywawstetire, 
Aee—ft lyaaa, or Delegate 

Mayor 


A Mum on Letter 
as! fiavelops • 

H on orab le (full aaat) 
(Mam of Stott) Bourn of 
He uj sosntat t me (or 
tetwSljr or Hoorn of 
le la g ate e ) 

(City), (stats) 

Honorable (foil as®®) 
Mayor of (bow of city) 
(City), (State) 


Salutation and 
CoepUwBtary Clow 


Door Mr. (eurnaw)* \j/ 
Sincerely youra, ’ •' 


Seer Mayor (iwmw)s 
S incerely youre. 


president of » Board of 


Beaersbl* (fall am) 
President, Board of Coe* 
mneioner* of (am of 
•tty) 

*r)» 


(City), (State) 

U. ECC1S8IASTICA1 OROABITATIOIfS 


Minister, Pastor, or Rector 3ba Ha reread (full amt) 
f ‘ ), (saw of church) 


[Local address) 

Minister, Pastor, or Hester Tbm Heveread (ftoll awe) 

* (Title), (awe of efcureh) 
(Local address) 


Saar Mr* (eunssae): 

wmm ■■■■ ,l. a> i— ^ mmubuii 

8iOMTt3jr yours * / 

- ,i> ^ 

. a.JKim-' . /^T 

< I -t > T* .. , - . 

nt#*, ma\ i^ £ ' 

Seer Br. (eurasec)s 

sen — - - s y . 

sincerely yours. 


) 


Rabbi 

***** <*«*■» 4octar * 1 

<W«) 

Cstbelio Cardinal 

Catholic Archbiabop 

C atholic Mato 

epew awnr****'^- 


Babb 1 (full am) 

(looal address) 


Fsbbi (fun awe) 
(Local ad d r e ss ) 


Dear Mr. (eurnaw)* ^ 
Sincerely yo ur s , j 

A 

Seer Br M (suroam): or 
Seer Rabbi (suraam)t 


Beer Rabbi (sursam)s \ 
sincerely yours, } 


& 

"■) 


(Christian 

sane) Cardinal (euraam 
ArcMatehop of (prorlaee) 
(Local address) 

9m Most ft* reread (full 

Archbishop of (prorince) 
(Lowl address) 


Tear B s t dtao * : ( «* (forual) 

) Bear Cardinal (aurnaae): 
(inforwl) 

Sincerely yours. 

Tour Xxeelleacys (forwl) 
Beer AaCSiatap (aurnaae )j 
( infernal) 

SHkS Itufe MiaiUMA 

t sincerely yours. 


The Most Beueread 
(full asm) 

of (prortnee) 

r B ®ftt*li<rf address. 



• Include appropriate TIP Code 
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Tour Mneelleneys (powsal) 

Beer Bishop (suruaw)s 
( Inform 1) 
Sincerely yowre. 
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Addressee 

Address on letter 
and fa** lope * 

Salutation and 
Coapliaentary Close 

Catholic Moastgaor 
(Bibber rank) 

She Right Reverend 
Consignor (full name) 
{ImmX address) 

Right Reverend Monsignor: 
(formal) 

Bear Monaignor (surname): 
(infernal) 

Sincerely yours. 

Catholic Honsignor 
(Lowr rank) 

The Very Reverend 
Honsignor (full rase) 
{local address) 

Very Reverend Monaignor; 

( fores 1) 

Bear Monaignor (surname): 
(informal) 

•ineerely yours. 

Catholic meat 

The Reverend (full name) 
(add initials of order, 
if any) 

(local address) 

Reverend Sir: (formal) 

Saar Father (surname): 
(informal) 

Sincerely yours, 

Catholic Mother Superior 
of an Institution 

Mother (nans), (initials 
of order, if used) 
Superior, (sane of 
institution) 

(local address) 

Sear Mother (aam)t 
Sincerely yours. 

Catholic Slater 

Bister (full mm) 

(Isas of organisation) 
(local address) 

Bear Slater (full asms): 
Sincerely yours. 

Catholic Brother 

Brother (full nave) 

(Baas of organisation) 
(local address) 

Bear Brother (given naae): 
Sincerely yours. 

Mormon Bishop 

Bishop (full name) 

Church of Jesus Christ 
of lattarday Saints 
(local address) 

Sir: (forsel) 

Bear Bishop (surname): 

§ * a ... » \ 

^lnroraai; 

Sincerely yours. 

Protestant Episcopal 

Bishop 

The Right Reverend 
(full name) 

Bishop of (naae) 

(local address) 

Right Reverend Sir: 
(foreal) 

Baer Bishop (surname): 
(inforaal) 

Sincerely yours. 

Protestant Episcopal Sean 

The Vary Reverend 
(full mbs) 

Rasa of (church) 

(local address) 

Very Reverend Sir: 

(formal) 

Baer Bean (surname): 
(inforaal) 

Sincerely yours. 


* Include appropriate SIP Coda lumber with each address. 
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» latter 
ant ttmlte * 


Mtbodlst Blahop 


Chaplain (tilitary 
•OTVlSaa) 


(mi 

NnMxst SUMf 
(Local rttew ) 


Salutation and 

Cooplinantary dam 

) imaaft Sir* (fomal) 
Otar llifeop 

(internal) 
Sincerely years # 


Chaplain (mi bum) 

(leak, tarries feslg- 
aation) 

(v««t arris* «44m* of 
oyNalsattoa aad station) 
(Local aHnit) 


tear Chaplain ( 
Siueawly yours# 


15 . raitm aomcKs 


a. Arty, Air Forte, Marla* Corpe 


Central# Uautanant Qaatrsl, 
tejor Saoarai, *ri**dier 


(MU rate) (full am) tear teml (1 
( abbreviation of Biateraly years, 

iMl'V&O# sWlfnitiw/ 

(fist ©ffiee addrsae of 
nryiBlutlCB and station) 



Colonel# LUutenast Colonel (Sana a* about) 
Major (*«• •• tew) 
Captain (Sana as abort) 
First Uautesaat, tSseond (ten* « abora) 

(tent as abort) 


tear Colossi (surBtna)i 
Stsaaralr your*. 

tear Mi jar (surnaaa)t 
Staearaly yams# 

tear Captain (auroast)* 


/ 


Chief Warrant Offiear# 
Warrant Offlear 


r# »iM*n— ■« First 
Class, Platoon tergaast, 
teatedeal Se r ge ant , Staff 


Corporal 


(test office address of 
organisation a 


(tent aa abort) 


"tmter Lieutenant (siimann) r 
Sl ntaral y yoara# \ 

\ 

tear Mr. (suraasa)s 
Pl nearal y y o nra # 

i 

i«k iMMinawn 1 s • 

SWr Uirj|M»b SWWw / s 

atatien) Sineerely yoara. 


tear Carporal (aurutse)t 


* Include appropriate ZIP Cote Mu U btv tith sect 1 address. 
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ir- 


J- ' 


Addressee 


Address on latter 
end Envelope * 


Salutation and 
Complimentary Clone 


Specialist, classes k to 9 

(Same as above) 

Scar Specialist (sumac 
Sincerely yours. 

Private First Class, Private 

(Same as above) 

Sear Private (surname) 
Sincerely yours, 

Recruit 

(Same aa above) 

Star Rsoruit (surname): 
Sincerely yours. 

Airman First Class, Airman 
Second Class, Airman Third 
Class, Sasic Airman 

(Same as above) 

Ssar Airman (surname): 
Sincerely yours, 1/ 

A 

Retired Officer 

(FuU rank) (full name) 
(abbreviation of 
eervice designation), 

1 

Seer (rank) (surname ) i 
Sincerely yours. 


b. Kavy, Coaet Guard 

Admiral, Vice Admiral, 
Rear Admiral 


Commodore 

Captain 

Commander 


lieutenant Commander, lieu- 
tenant, Lieutenant (jg), 
Sselgn, Chief Warrant 
Officer, enlisted man 

Retired officer 


Retired 

(Local address } 


(Full rank) (full name) 
(abbreviation of 
eervice designation) 

(Post office address of 
organisation and station) 

(Same as above) 

(Same as above) 

(game as above) 

(Same as above) 


Saar Admiral (surname): 
Sincerely yours. 


\ 

Star Commodore (surname): 
Sincerely yours. 

Dear Captain (surname): 
Sincerely yours. 


Sssr C ommande r (surname): 
Sincerely yours. 

Sear Mr. (surname): / 

Sincerely yours. 


(FuU rank) (full B&nft } 
(abbreviation of service 
designation), Retired 
(Local address) 


Sear (rank) (surname): 
Sincerely yours. 


* Include appropriate ZIP Code Humber with each address. 


Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 



Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 


Address cm Latter 

Addressee and Xnvelope * 


a. Service Academy Mnfeers 


Army or Coast Ouard -Cadet 

Cadet (full name) 
(Local address) 

Sasy-Kldshlpman 

Midshipman (full name) 
(Local address) 

Air Force-Air Cadet 

Air Cadet (full name) 
(Local address) 

16. CCRPORASIOKB, CCMPAKQM, 

(a|d fsmhatiosb) 

A company or a corporation 

(Same of eompasy or 
corporation) 

(Local addrese) 

A federation 

(Same of official) 
(Title), (name of 
federation) 

(Local addrcea) 

it. mx?Ais cimm© 

fresident of s university 
or college -firtth doc torn! 

y fl»> 

Sr. A ( full name) 
President, (name of 
institution) 

(Local address) 

President of a university 
or college (-without 
doctoral degree) 

Bean of a aohool -(with'' 
-^doctoral d»orccJ 

Mr. (full name) 
President, (name of 
institution) 

(Local address) 
CocWr^ 

Dr . A ( full name) 

Bean, School of (name) 
(lama of institution) 
(Local address) 

Bean of a aohool (without 
doctoral decree) 

Bean (full name) 

School of (name) 

(Mass of institution) 
(Local address) 


( 

Salutation ant 
Complimentary Close / 

r 

I 

Sear Cadet (surname): 
Sincerely yours, 

Saar Midshipman (surname): 
Sincerely yours, 

f 

Baer Air Cadet (surname) : 
Sincerely yours 


Gentlemen (or Sirs): 
Sincerely yours. 


Sear Mr* (surname): 
Sincerely yours. 



C*< ^ 

Saar Sr. (surname): 
Sincerely youra. 


Bear Mr. (surname): 
Sincerely yours, J J 


Co r'b <-«. r\Sj 

Bsar Br* A (suroame): 
Sincerely yours. 


Bear Bean (surname) 
Sincerely youra. 



♦ Include appropriate ZIP Code lumber with each address. 
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jyktaMNi m tetter 


PrafMMr (vittk itttnil 


JpTa <mr J^P®»wNWHWr \T8iU 

* B ** > >r (m) 

imtltutloni 
(iml *ftfeeam) 


flalatatioa mft 
Coaqpaimatary Clem 

tea* fir. (mrmm)s «r \ 

Mmaxaly ywn, 1 

f * 

K 


Proteamr (vltbout 
teetotal teevat) 


Ameelot* Profaaaor or 
Aaaiataat Ero tea a e r 


F w f iww r (fall am*) 
tejarlmnT of (mm) 
(tern of tmtitaitioi*) 
(teml adiraaa ) 

te. (fan am) 

Aaaoelat* (or Aaaiataat) 


tear Pr o fiaeor ( aur a a a e )t H 
tlamcaly year*, 

V 

■reft wer (mrmm)s 
UbmmIv mn. 


tamlaMBk of /bho\ 

(tern of laatitvtioa) 

(teeal ifttri>a) 


ftysteiaa 

(ran m»)i N.I. 

(10 ml addmas) 

tear dr. (aaraam)t 

tavyar 

Mr. (fan mm) 
Attormy at lav 
(Lcml addrrna) 

tear Mr. 
stamvalar mi. 

tea tedtriteal 

te. (fMl am*) 
tea. (fan am*) 

Mm (ten mm) 

Wmut Mr. (arm) 
tear tea. (mraam) 

**»*&•■* PUMP® ^MHflEPmmmm jp 

fm iaAivtiaala 

... ^ iir. mi Mm. (fan m 
c 1 Mr . (ran am*) a . . :t K 

mm) tea* Mr. aal tea. (mrmm)s 
tern Mr* (amm)nl 


tern, (fail 
in (fan 

art. (fan 
nr* (fan 


Jho^^ea W m Moate^ia t 

*mmW WRSW* \mvklimmmBf WB 

Mm (manmm)t 

km. (aanm) aad 
Mr. (mam)i 


farm or tear iaiiviteli 



teatlamat or dtra* 


tea* Mftm* 


app r opri ate ft? Cod* 


with each edirm*. 
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ASSEMBLING 
AND FORWARDING 
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ASSEMBLING 
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CORSBSFOSSEBCE SAJUSOCK 

— i m — 

a maamsm a*d forvar mm comspommcs 

1. A MB B KJ OB CORHBSKSnBlCI 

*. Una! responsibility for the correct assembly of correspondence rests 
with tbe originator. (See Exhibit 22) Correspondence correctly assembled 
trill include the following items, as appropriate. In the sequence indi- 
cated* 

(1) Transmittal or routing slip, Routing and Record Sheet, or Con- 
trol and Cover Sheet, as appropriate. f 

* 2 ,/. d> 

(2) Irlef for the Director or Deputy Director of Central Intelligence, 
if required. 

(3) Original and courtesy copy, if any, clipped together. (On ex- 
ternal correspondence protect origins! with tfcriBE tissue). 

(k) Addressed^ flunked or plain envelope, as appropriate, for the 
original and courtesy copy, with postage slip attached if required. 

(5) Information copies for addressees outside CIA, with addressed 
envelopes and completed postage slip# attached, if required. 

(Is) Information copies (or concurring officials' copies) for dis- 
tribution within the Agency, with addressed routing sllpB stapled to the 
copy. 

(?) Official fils copy (yellow tissue). 
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(S) Original incasing correspondence, eneloeyras, etc., and ear other 
eaterlal to/he . attached to the official file copy assart of the official 
file on the correspondence. 

(9) Extra copy (or copies) for the Director or Deputy Director of 
Central Intelligence . If the signing official la either the BCX or DDCX 
end the official file copy la to be retained at either of these levels, 
prepare an additional copy on pie in whit© tisane. Severer, if the official 
file copy of correspondence la to he retained at another level, prepare two 
extra copies on plain white tissue for the DCI or BDCI. 

(10) Alphabetical Sane Index copy (plain pink tissue) if an alpha. / ( 

bet leal cross-file is desired. I 

(11) Saturn copy (if desired) with addressed routing slip for its / £ 

return. "ptfA . C&\ 

(12) Reference material for return to reference sources. * i 

(13) "Sold Sack" copy (if desired), 
b. In addition to the foregoing! 

(1) She original and copies of each Top Secret doeueent shall be 
covered by a Control and Cover Sheet, Pore 26. 

(2) A completed Document Receipt will be attached to each original 

or copy requiring a receipt in accordance with current CIA Security Reg- 
ulations. 
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(3) Copies for distribution within the Agency will be designated by 
« check nark beside the office designations indicated under "Distribution." 
If the distribution of copies is within an office and such a mans of in- 
dicating distribution is adequate for routing, routing slips seed not be 
attached to the copies. 


(k) Enclosures shall be attached by clip* to the original or copies 

H+S 'P&if U UML- * 


transacting tbenr — 


(5) AeeeMfely reference tabs win be attached whenever their use will 
expedite the review and approval of correspondence. SCI signature tabs 
should not be attached in office of origin, these will be attached in 
0/DCI. 

(6) the completed assembly should include all necessary routing slips, 
envelopes, receipts, and postage a lips, properly completed and attached to 
respective aeterlal. 


(7) Material shall be fastened together with paper clips and aade 
a pert of the completed assembly by spring clips, if necessary. Staples 
should be used with discretion, consideration being given to the aasount 
and type of handling the correspondence stay receive. 

(8) If it is anticipated that correspondence will receive consider- 
able handling, a hacking sheet of bond paper or heavier stock should be 
attached to protect the back pages . 
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f . fGmU3tI8X& C€BR£SFCBI£KCS 

*• A**«k2*a correspondence will be forward*! through G hana* 1* prescribed 
by directly** Issued at office level* . Correspondence for the signature 
of either th* Director or Deputy Director of Central Intelligence will 
h* forwarded through channel* to th* Executive Registry. Only transmittal 
media complying with the security requirements of current CIA Security 
Regulations will he used. 


b> Envelope* used in forwarding correspondence end other material within 


the Agency shall be sealed by the gumming on envelope fleps. Scotch tape 



within the pocket attached to the outside of the envelope and will serve / 
«a the address label. ^ In addition, extreme care should be exercised when 


courier receipts and other slips are stapled to envelopes conta ining 
material. Material should be free for removal end should not be damaged 
by the penetration of staples . 
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C ORRE SPONDENCE HANDBOOK 


1963 : * 

COMPONENTS OF THE ASSEMBLY 


(i) 


TRANS- 

MITTAL 

OR 

ROUTING 

SLIP 


ROUTING AND RECORD 
SHEET Form 6lO 
CONTROL AND COVER 
SHEET Form 26 

1 BRIEF FOR THE PCI OR DDCI 

ORIGINAL AND COURTESY 
COPY, CL IPPED TOGETHER 

INFORMATION COPIES FOR. 
ADDRESSEE S OUTSIDE CIA 

FORMATION COPIES FOR 
ISTRIBUTION WITHIN CIA 



KEYS 


w 

ENVELOPE 

FOR 

ORIG. & 
COURTESY 


Numbers in parentheses 
denote sequence of 
arrangement of file. 

Denotes requirement 
only if correspond- 
ence is prepared for 
signature of either 
the DCI or DDCI. 



C OMPIETBD ASSEMBLY 


Bind with clips rather 
than staples. 




OFFICIAL FILE COPY 
(Yellow Tissue) 

ORIGINAL INCOMING 
CORRESPONDENCE 
'EXTRA COPY (WPCOTJCES^ F 
iDCit OP 1 TOT 1 r 


Place envelopes vertically behind 
original (and courtesy copy if there 
is one) of outgoing correspondence. 


43 REFERENCE 


TABS 
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EXHIBIT 22 - Assembly of File 


STAT 



